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ammcuLUM development worksheet 



Your DUTY Is: I¥epifingtlieWofkAiai 


(t3) References and Resources: 


(4) Your TASK is to: dem the WoA Area 


0) You will use (Tools and Equipment): 

Glass Cleaner, Broonu Cleanser, Soap/Deiergem, 
Mop end Budget 


(6) You will be successful when (Criteria): 

The work area is cleaned and sanitized according to employei's 
specifications. 


(7) Pre-Test Description: 

3 items for each oommumcation sldll, written items for the task 


: and a performance test. 


0) Learner Activities: 

1. TakePrt-Test 

2. Read Introduction 

3. Discuss Introduction 

4. Observe Demonstration 

5. Discuss ft'ocedure 

a. Windows & Shelves 

b. Floors 

c. Counters 

6. Practice lYocedure 

7. Take Post-Test 


Teacher Activities: 

1. OivePrc-Tesi 

2. Allow smdcnts to read introduction 

3. Introduce task through lecture/ 
discussion 

4. lYovide a demonstration 

5. Provkle each snident ample 
q)portun]ty to practice the task 

6. lYovide ample supervision and 
feedback 

7. lYovide for questions and answer 
session 

8. Give Post-Test 


(10) Materials Needed: 

Laboratory Simulation 
Transparencies 


«i) Related Instruction: 
(Prerequisites) 

Communication Skills: 

L13, 15, 17,18, 20,27,37. 
43,46 

Attitudes: 

Dependability 
Initiative 



■4 ^"'Post-Test Description: SameasPre-Test 
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LEARNING MODULE 



Duty: Pfeparingtfic Work Area 

Task : Qcan the Woik Area 



Pre-Test 

1 . Sanitizing or cleaning prevents the spread of: 

a. dirt 

b. soil 

c. food 

d. germs 

2. Which of the following is a cIcoT sign that a business 
is clean and sanitary? 

a. the food service worker's appearance 

b. the number of customers who are served 

c. reasonable prices 

d. the order of equipment 

3. When someone cuts their hand, what should you do? 

a. use ice packs and dress 

b. run undercold water and dress 

c. apply direct pressure, clean, and dress 

d. run under warm water and dress 

4. Food service businesses are rated by health inspectors. 
What is the highest and most desirable rating? 

a. A 

b. B 

c. I 

d. U 

5. Which of the following is the best definition of sanitation? 

a« safeguarding people's health through cleanliness 

b. harmful bacteria in foods 

c. a chemical that kills harmful animals and bugs 

d. illness caused by poisons 



Notes 



The pre-test includes 3 items for 
each communicatim skill. 
Answers: 



1. 


d 


2. 


a 


3. 


c 


4. 


a 


5. 


a 


6. 


b 


7. 


c 


8. 


c 


9. 


a 


10. 


b 



Learners can "test out" of any 
communication or computation 
skill if they answer 2 of the 3 items 
coiTCCtly. 
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Dutv: Preparing the Work Aita 


TAsk : Clean the Woik Area 




Pre-Test 


Notes 


U* wiCA.»Ul^ UUl UlC 5iiAClUUUl WlUlUUl DCing IQisX IS dil 

exanq)le of: 




a. loyalty. 




b. initiative. 




c. dependability. 




d. thoroughness. 




/ Hn1inwin9 incfniotiAnc ^vaotlt/ ic an ^V2imn1^ t\f 
1 . iri/tii/wui^ 1I15UUWUUI15 CAawuy 15 oil C/uuiipic Ui 

which of the following characteristics? 




a. tactfiilness 




b. loyalty 




c. dependability 




d self pride 




8. Standards for sanitation in food service are established 
and enforced by laws known as: 




a, D.S.S. rules. 




b. R.D.A. 




c. sanitary codes. 








9. Which are pests that are a bother to food service businesses? 




a.* roaches 




b. fleas 


• 


c. ticks 




d. mice 




10. The science of cleanliness is known as: 




a. deodorize 




b. sanitation 




c. sanitizes 




d disinfected 
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Duty: ftWffing the Work Area . 

Task : Clean the Work Area 



What: (Performance Objective) 



Notes 



You are preparing the work area 

You will clean the woic area 

You may need to use glass cleaner, brooms, cleanser, 

soap/detergents, mop and bucket 



When: (Criteria) 

You will know that you have successfully completed 
this task when you have cleaned and sanitized the work 
area according to your employer's specifications. 



Why: 

The woik area must be cleaned to: 

1. prevent the spread of germs. 

2. comply with local and state sanitary codes. 

3. keep the food service business open. 
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Duty: Preparing the W<xk Area 

Task: Clean the Wcat Area 



Introduction: 

Geanliness is very important to the food service industry. 
Local and state health departments inspect food service 
businesses regulariy and have the power to shut them down 
if they are not clean and sanitary. 

The science of cleanliness is known as sanitation. 
Sanitation is to protect peoples* health through cleanliness 
which prevents the spread of genm. The most common 
carrier of germs in food service businesses is the roach. 

Local and state public health departments establish 
standards for sanitation in the food service industry. These 
standards are known as "sanitary codes." Local and state 
health departments rate food service businesses by sanitary 
codes. A rating of "A" is the best 

A good sign of cleanliness can be the food service 
worker's appearance. The food service worker should take 
the time to be clean without being tokl. Cuts and bums 
should be treated quickly and care taken to prevent infecticm. 

Qeaning die work area is therefore an important task. 
A dirty or unsanitary work area can add to the spread 
of disease and cause the business to be shut down. The 
food service worker needs to be dependable by following 
sanitation directions accurately. 

When cleaning the wcrk area, you will need to: 

1. Remove unnecessary items 

2. Qean surfaces 



Notes 



Define "cleanliness." 

Discuss local and state health 
departments, who they are, and 
what th^tr responsibility is to the 
public. 

Discuss how food service 
establishments can be closed 
when found to be unsanitary by 
health department officials. 

Discuss how disease can be 
spread when facilities are 
unsanitary. 

Discuss the roach in food service 
establishments . . . draw parallel 
to pests in the home. 

Describe sanitary codes. 

Explain who local and state 
health departments are. 

Describe the rating scale 
mentioning that it goes from "A" 
to "D" with "A" being the top 
rating. 
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f^ii4w« Pienarififf the Winr^ Atm 




Task : Clean the Work Aita 






Demonstration: 


Notes 


Observe the demonstratim on cleaning the v/otk area. 


Denx)nstrate the task. 


Observe that each of the following steps was completed. 






Advise learners that they should 


The ]person doing the cleaning: 


take notes in more specific detail 




than the two steps. Demonstrate 


1. renaoved unnecessary items. 


one of the tasks described in the 


2. cleaned surfaces. 


"Instruction" section which 




follows. 

• 

• 

• 
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LEARNING MOBUUS 


Duly* Preparing the Woik Area 




Tflfik! Clean die Woik Area 






Instruction! 


Notes 


1. Take the pre-tesL 

2. Read the intnxluction. 

3. Discuss the introductim. 

4. Observe the demonstration. 

5. Discuss the demonstration and the following specific 
procedures: 

TASK: Wash windows and glass shelves. 
SUB-TASKS: 

1. ReQK)ve display items fix)m shelves. 

2. Spray cleaning solution on glass. 

3. Take dry cloth and wipe glass dry avoiding streaks. 

4. Return items for display. 

TASK: Qean floors. 


1. Give the pre-test Explain that 
a person can "test out" of 
conununication units by passing 
2ci3 items for that unit 

2. Alio w learners to read oie 
introduction. Discuss what 
they have read 

3. Provide a demo fOT performing 
the task. Use more specific 
procedures than the two listed 
Ask the learners to take notes in 
more specifk: detail to be 
discussed after the demostration. 

4. Alltw the learners to consider the 
three tasks described and discuss 
the differences when working on 
floors, windows, or counters. 


SUB-TASKS: 

1 . Start in one comer and sweep toward center of room. 

2. Sweep with a smooth stroke so dirt won't scatter. 

3. PuU chairs out and sweep under tables. 

4. Move plants and trash cans. 

5. Sweq) dirt into pile and then into a dust pan. 

6. Dispose of dirt 

7. Fill moD bucket widi clear hot water and add 
disinfectant 

8. Thoroughly wet mop and wring dry. 


5. Provide ample opponjinity for 
the learner to practice the task. * 

6. Provide anq)le time for 
supervision and feedback. 

7. Provide fOT a question and 
answer session. 

8. Give the Post-test 


TASK: Qean Counters. 




SUB-TASKS: 




1. Qean counters of all items. 

2. Scrub counter using cleanser. 

3. Rinse counter. 




6. Practice the procedure. 




7. Take the Post-test 
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Duty! Rreparing die Wock Area 




Task : Clean the Work Area 






Practice: 


Notes 


Your instructor will allow you to practice the task, Qean 


Provide setting for performing 


the Work Area. Practice one of the tasks described in the 


the task given all three situations. 


instructicm section of this module. Be sure to complete each 




step. 


Supervise the learners to make 


Your instructor will be watching to make sure you dc ±e 


sure they perform all the steps. 


job ri^t Your attitude is very important and a good attitude 




will result in a job well done 


Carefully observe. Be helpful. 


Begin your practice. 


Allow practice until you feel 




learners have developed skills, 




will take initiative when performing 




the task and are dependable. 
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niitv* PinroarinE the Work Area 

Task: Qean the W<^ Area 




I^OSl* I 651 


iNotes 


lllv pi/5l*lv5i 15 lilv SOiUw lla UlC pre ICSl. 


io succcssiuuy con^/ieie, ine 




learner must pass each 


\ eed to answer 2 of the questions correctly for each 


communication skill. 


communication skill. If you cannot do this, you will be 




provided additicxial instruction and practice. 


The learner must perfomi the task 




competently demonstrating 


You must answer all questions for the task to successfully 


application of knowledge, safety. 


complete this module. 


and procedure skills. 


After successfully completing the written test, you will 


Learners with weaknesses need to 


perfomi the task for your instructor. When you successfully 


counseled to repeat those areas 


perform the task, you can go on to the next module. 


until they gain acceptable 




proficiency. 
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stock Supplies 
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CURIUCtJLlIM DEVELOPMENT WORKSHEET 



01 Ymt duty is: nt|Mrii«tlieWoricAraa 



Ytwr TASK b to: stock Supplies 



0) Ym win ase (Tools ami Equipment): iCnife 



(13) 



References and Resources: 



You will be successful wiien (Criteria): 
Supplies are stocked, organized, handled and in quantities 
specified by the employer. 



O Pre-Test Description: 

3 items for each oonimunication and computation ikill, writtoi items fv 



Learner Activities: 

1. Take Re-Test 

2. Read httroduction 

3. Discuss baroduction 

4. Observe Demonstration 

5. Discuss Piocedure 

6. Practice I^ocedures 

7. Take Post-Test 



^ Teacher Activities: 



1. Givepre-test 

2. hitroduce die task 
through lectureAliscussion 

3. I^ideademonstraiion 

4. Provide each student 
ample opponunity to 
practice the ttsk 

5. I^ide ample supervision 
and feedback 

6. nwideforaquesdon 
and answer session 

7. Give post-test 



(10) Materlab Needed: 

Laboratory Simulation 
Transparencies 



(i^) Post-Test Description: 



ERIC f lot AnoalM UmfM School Oif inct 
1^ 



(") Related Instruction: 
(Prerequisites) • 

Communk:atk)n Skills 

U. 10. 13. 15. 17. 18. 20. 27. 
37. 43. 46 

Compuuuion Skills 

Ml. 3. 4.S 

Attitudes 

Responsibility 
Eumine(aodepdng) 
iVacdce safety 
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LEAttNIKG MO0IIL& 


Duty: Plneparing the Woric Area 




Task : Stock Supplies 






Pre-Test 


Notes 


L Which of the following is NOT important when stocking 


The pre-test includes 3 items for 


supplies? 


each communication and 


a. inventory what is needed 


computation skill. 


b. count inventory 

c. get inventory 


Answers: 


d place items in proper location 


1. 
2. 


2. Stocking supplies is inq>ortant to the: 


J, 

4. 


a. customer. 


6. 


b* business. 


7. 


c. neither the customer or the business. 


8. 


d. both the custraier and the business. 


Learners can "test out" of any 


3. A well-prepared work area will make sure that there is: 


communication or computatim 
skill if they answer 2 of the 3 items 


a. better service. 


correct. 


b. a messy iq>pearance. 




c. clean plates. 




d. a better inventory. 


• 
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Dutv: ntparingtheWoikAxta 

Task: 2>tocK oupplies 




Pre-Test 


Notes 


4. A well managed business would be one that: 




a. rotates stock yearly. 




b. orders supplies when inventory is out 




c. keeps an adequate inventory. 




d cleans shelves yearly. 




S. When using a knife, always cut: 




a. toward your body. 




b. with both hands. 




c. with two people around. 




d. away from your body. 
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Duty: ftgparing the Work Area 

Task: Stock Supplies 



Pre-Test 



Notes 



6. Who should be responsible for stocking supplies? 

a« stock person 

b. customer 

c. manager 
d supervisor 

1. Which of the following woukl not be a "work ar&a" for 
a stock person? 

a. salad bar 

b. serving table 

d. parking lot 
d kitchen 
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Duty: I^epaiins the Work Area 

Tsick* Stock Supplies 




Tvn&i: vi^eriorinsnce liDjeciivcj 




You are preparing the woik area 


Explain "duty" 


You wiU stock supplies 




You may need to use a knife 


Explain "task" 




Use transparency 


When: (Criteria) 




You will know that you have successfully completed 


Explain that criteria may vaiy 


this task when you have stocked supplies in the quantities 


finom employer to employer. 


specified by the employer, when you have handled the 




supplies carefully and safely, and when they are organized 


Use transparency 


and neat. 


• 


Why: 


• 


SuDolies must be stocked so! 


Explain that service and image 




are inqxmnt 


L the customer can better be served. 




2. the business q)erates in a more productive way. 


Use transparency 
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niity Preparing the Work Area 




Toclr* Stock Supplies 






Introduction: 


Notes 


To do any job well requires the work area to be 
prepared in the correct way. In the food service business. 
It ic tinc^ttinff tf\ piictofTiflr^ to hflv^ to wdit fof catins Utensils 
(forks, knives, spoons), condiments (salt, pepper, catsup) 
or service because of poor preparation. 


Discuss the following: 

1. What is a work area? 

2. Safety practices. 

- usmg a Kiuie coirccuy, • 
etc. 


Stocking supplies is an important task when preparing 
the woric area. Well stocked shelves are a convenience to 
both the customer and business and provides a picture of 
a well managed operation. 


3. What is inventory? 


When stocking supplies, you will need to: 




1. inventory what is needed 

2. get the needed items 

3. place the items in their proper location 




If you have any questions when stocking supplies, talk 
to your supervisor. 


• 
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LEiStfimO MODULI 



Duty: ftgparing the Woik Area 

J%skl Stock Supplies 



Demonstration: 



Observe the demonstration on stocldng supplies. Observe 
that each of the following steps was followed 

The stock person: 

1. mventoried the supplies that were needed. 



2. went to the place where the stock was kept 
and got the items that were needed. 



3. placed the items neatly where they were 
supposed to be. 



List in the "Notes** column additional things you observed 
that will help you learn to perfmn the task. 



Notes 



DeiiK>nsi^e the task. 

Advise learners that they should 
take notes on things they observed 
that will help them perform the 
task. 
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Duty! Preparing fee Woik Area 

Task : Stock Supplies 



Instruction: 

1. Take the pre-test 

2. Read the inmxluction. 

3. Discuss the introduction. 

4. Observe the demonstration. 

5. Discuss the demonstration and the following specific 
pxocedures: 

TASK: Store food and supplies. 
SUB-TASKS: 

1. Obtain bills and check the numager's biU against the 
simp!ier*s bUl. 

NOTE: Be sure that all bills match (numbers, prices, 
business name and list of items). 

2. Begin storing merchandise as soon as it is checked. 

3. Renigerate food that can spoil. 

4. Store cases on wooden pallets or shelves. 

5. Open cartons and place cans, napkins, straws, etc. 
on shelves. 

NOTE: Be sure new items are put behind old items 
so old items will be used first 

6. Place frozen foods in the freezer. 

6. Practice the procedure. 

7. Take the post-test 



Notes 

1. Give the pre-test Explain that 
a person can "test out" of 
communication and coinputation 
units by passing 2 of 3 items for 
that unit 

2. Allow learners to read tiie 
introduction. Discuss what 
they have read 

3. Provide a demo for performing 
the task. Use more specific 
procedures than those listed 
Ask die learners to take notes in 
more q)ecific detail to be 
discussed after the demostration. 

4. Allow the learners to consider the 
task as described and discuss 
the differences. 

5. Provide ample opportunity fcM* 
the learner to practice the task. 

6. Provide anq)le time for 
supervision and feedback. 

7. Provide for a question and 
answer session. 

8. Give die post-test 
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Duty ! Prtparing the Woik Area 

Task: Stock Supplies 



Practice: 

Your instructor will allow you to practice the task» Stocking 
Supplies. Practice the task described in the instruction section 
of this module. Be sure to complete each step. 

Your instructor will be watching to ma^^e sure you do the 
job right Your attinide is very important and a good attitude 
will result in a job well done. 

Begin your practice. 



Notes 



Provide setting for perfonning the 
task. If possible, provide more 
than one situation. 

Supervdse the learners to ensure 
they perform all the steps. 

Carefully observe the learners. 
Be helpful 

Allow practice until you feel 
learners have developed skills, 
will take initiative when perfonning 
the tasks and are dependable. 
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Dllty • Preparing the Woik Area 

Task : Stock Supplies 



Post Test 

The post-test is the same as the pre-test. 

You need to answer 2 of the questions conectly for each 
communicaticm at computation skill. If you caiino? do this, 
you will be provided ;»dditional instruction and practice. 

You must answer all questions for the task and all safety 
questions to successfully conq)lete this module. 

After successfully completing the /dttentest. you will 
perform the task for your instructor. When you successfully 
perform the task, you can go on U) the next module. 



Notes 

To successfully complete, the 
leamer must pass each 
communication and computation 
skill. 

The leamer must perfoim die 
task competently demonstrating 
application of knowledge, safety, 
and procedure skills. 

Learners with weaknesses need 
to be counseled to repeat those 
areas until they gain accq)table 
proficiency. 
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Greet the Customer 
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OilttOOLtM DEVELOPMENT WORKSHEET 



C9 Ymt duty b: Serving JieQiilonier 



m Your TASK b to: OmttlieOisioiMr 



(9) You will uflf (Tools and Equlpmciil): 



(13) 



References and Resources: 



(6) You will be successful when (Criteria): 

Tlie customer was greeted according to the employer's specificalions. 



0> Prt-Tcst Description: 



3 items for each communicadon skill, written items for the tasic and a 



Learner Activities: 

1. TakePre-Test 

2. Read Introduction 

3. Discuss Introduction 

4. Ol^serve Demonstration 

5. Discuss lYooedure 

a. Walk-in 

(or with reservation) 

b. Telephone 

6. I¥actioel¥ooedure 

7. Take Post-Test 
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O Teacher Activities: 

1. Oivel^-Test 

2. Allow students to read introduction 

3. Introduce task through lecture/ 
disaission 

4. Provide a demonstration 

5. RDvUeeadi student ample 
oppommity to practk:e the task 

6. Rrovide ample siq)eivision and 
feedback 

7. Provide for questions and answer 
session 

8. Give Post-Test 



(10) Materiab Needed: 

Laboratory Simulation 
Transparencies 



O Post-Test Description: Same as Pre-Test 

ERLL 



01) Related Instruction: 
(Prerequisites) 

Communication Skills: 

LI, 7,11, 12,20,27,39,40,41, 
43,44,46 

Attitudes: 

Smiling 
Courtesy 
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Duty: Serving the Customar 



Xasl^: Greet the Custpmer 



Pre-Test 

1. How ofien should food service woiicers wash their hair? 

a. daily 

b. once a week 

c. as often as needed 
d twice a week 

2. Which of the following best describes how a food service 
worker should act when greeting a customer? 

a. frowning 

b. concerned 

c. smiling 

d thoughtful 

3. Assist the customer with coats and packages when they are: 

a. leaving. 

b. being greeted. 

c. arriving. 

d. being seated 

4. Before seating custoniers, be sure to ask if they: 

a. wish a snx>king or non-smoking section. 

b. have any nx)ney. 

c. will be having a full meal or just coffee, 
d have had a good day. 

5. You shoukl identify the business and yourself when the 
customer: 

a. arrives. 

b. leaves. 

c. orders. 

d telephones. 



Notes 

The pre-test includes 3 items for 
each communicaticHi skill. 
Answers: 

1. c 

2. c 

3. d 

4. a 

5. d 

6. b 

7. b 

8. a 

9. b 

10. d 

11. a 

12. a 

Learners can "test out" of any 
communicaticm skill if they answer 
2 of the 3 items conectly. 
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nu t V : Serving the Custcxner 


Tflfik: Greet the Customer 




Pre-Test 


Notes 


6. When serving a custonner on the telephone, you should: 




a. always answer before the fifth ring. 




b. use a natural voice. 




c. put the customer on "hold" to appear like you're busy. 




d. don't answer if you are serving another caller on 




another line. 




/• wnen serving a cusiomer on ine iciepnone, ii is iniporuuii lo. 




a. use abbreviations to save dme. 




b. rccord ail of the needed information. 




c. tik quickly. 




a. ioul SQiuy so yuu appear rciaACu. 




R Which tsf fh^ fnllnwinv ic mrKt iTnnortant when ^ervinff a 




customer cm the telephone? 




a. courtesy 




b, eye contact 




c. smile 




d. personal hygiene 




9. A "walk-in" customer IS one diat: 




a. telephones in an order and then waiks-in to get it. 




' b. comies in unannounced for service. 




c. makes a reservation. 




d. picks up an order for another person. 




10. When seating a customer, always: 




a. give them an ash tray. 




b. take their hats. 




c. make sure there are condiments on the table. 




d. present them with a menu. 
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Duty: Serving the Customer 



Task: Greet the Customer 



Pre-Test 



Notes 



1 L How should menus be placed in front oi each guest? 

a. from the Irft with the left haiKl 

b. firom the left with the right hand 

c. firom the right with the right hand 
d firom the right with th^/ left hand 

12. When seating customers, you should first pull out: 

a. the lady's chair. 

b. the first person's chair. 

c. the chair for the host 
d all of the chairs. 
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Duty: Servini: the Customer 

Task : Greet the Customer 




What: (Performance Objective) 


Notes 


You are serving the customer 
You will greet the custCHner 


• 


You may need to use menus, serve water and other 
things that wil^ satisfy the immediate needs of the 
customer. 




When: (Criteria) 




You will know that you have successfully completed 
this task when you have greeted the customer according 
to your enq)loyers specifications. 




Why: 




The customer must be properly greeted to: 




1. prepare fcM' further service. 

2. reflect a positive image of the business. 

3. encourage repeat business. 
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Duty: Saving Ac Customer 



Task: Greet the Customer 



Introduction: 

Greeting the custoiner is very iiiq)ortant A fint impressicm 
can be a lasting impression. A proper and friendly greeting can 
keep a customer coming back. 

In the food service business, you can greet the customer 
either as a "walk-in" customer clover the telephone. A walk- 
in customer is one who comes to your business for service with 
or without a reservation. A telephone cust(xncr could be making 
a reservation or placing an order. 

You shoukl be properly groomed according to your employees 
requirements and address the customer with a smile and in a 
friendly way. If greeting the customer over the telephone, you 
shoukl be courteous, helpful, and friendly. 

You shouM assist walk-in customers when they are being 
seated You should inquire whether they wish a smoking or 
non-snooking section. If assisting with seating, always help 
a lady first You should also help to store coats and other 
belongings. 

When presenting a menu, always present the menu using your 
left hand and from the customer's left side. 

When greeting customers over the telephone, identify yourself 
and the business you represent Talk in a natural voice and be 
courteous to die customer. Be sure to record all of the necessary 
information to serve die customer and rq>eat the information 
back to the customer for verification* Be polite and friendly 
when ending the conversation. 

In general, when serving the customer, you will: 

1. acknowledge the customer prompdy. 

2. determine me customer's needs. 

Each en^lpyer will be more specific in their requirements for 
greeting the customer. 



Notes 

Discuss "first impressions" 
(attitudes, grooming, etc.) 

Discuss the differerice between 
\^-in versus telephone 
customers. 

Discuss ways customers can be 
assisted: 

a. smoking or non-smoking 

b. help with coats and bags 

c. seat ladies first 
d getting water 

e. other immediate comfort 
neods 

Discuss proper way to present a 
menu (using die left hand and from 
die left side) 

Discuss greeting the customer over 
the telephcHie: 

a. attitude 

b. get all information 

c. repeat information including 
pnce 

d end cmversation courteously 

Emphasize diat each en^loyer 
will have specific procedures for 
greeting the customer. 
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Duty: Scnring ±c Customer 



Task: Greet the Customer 



Demonstration: 



Obseive the demonstraticm on greeting the customer. 
Observe that each of the foltowing steps *A'as conpleted 

The person doing the greeting: 

1. acknowledged the customer promptly. 

2. determined the customer's needs. 

List in the **notes" column nx>re specific details from 
your observation. 



Notes 



DenK)nstrate the task. 

Advise learners that they should 
take notes in matt specific detail 
than the two steps listed 
Demonstrate each of the tasks 
described in the "Instnicticxi" 
section which follows. 
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Duty: Scrvin£ die Customer 



Task: Greet the Customer 



Instruction: 

1. Take the pre-test 

2. Read the introductkm. 

3. Discuss the introduction. 

4. Observe the demonstraticm. 

5. Discuss die demonstration and the following specific 
procedures: 

TASK: Greet and seat the customer. 
SUB-TASKS: 

1. Smile and make qipropriate greeting. 

2. Assist patrcm with coats and packages. 

3. Ask, where necessary, if the customer prefers 
smoking or non-smcddng. 

4. Show customer to table and assist with seating. 

5. If necessary, bring extra chairs to the table. 

6. Ptesent menus. 

TASK: Answer the telephone. 
SUB-TASKS: 

1. Identify business and self. 

2. Answer the incoming call promptiy and courteously. 

3. Answer in a natural voice using a normal level of 
spealdng. 

4. Speak clearly. 

5. Listen to what die caller has to say. 

6. Write die needed information. 

7. Repeat die infomadon and indicate die cost 

8. End the call courteously. 

6. Practice die procedure. 

7. Take die post-test 



Notes 

1. Give die pre-test Explain diat 
a person can "test out" of 
conrununicaticm units by passing 
2 of 3 items for that unit 

2. Allow learners to read the 
introduction. Discuss what 
diey have read 

3. Provide a demo for performing 
die task. Use mcne specific 
procedures dian the two listed 
Ask die learners to take notes in 
nxxe ^)ecific detail to be 
discussed after the denK)stration. 

4. Allow die learners to consider the 
two tasks described and discuss 
die differences between greeting 
die customer as a "walk-in" as 
opposed to "telephone". 

5. Provide ample opportunity fcH* 
die learner to practice the task. 

6. Provide anq)le time for 
supervision and feedback. 

7. Provide for a questi(xi and 
answer session. 

8. Give the post-test. 
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Duty! Serving die Custtmier 




Task: Greet the Customer 






Practice: 


Notes 


Your instructor will allow you to practice the task, Greet 


Provide setting for performing 


theOistomer. Practice both tasks described in the instruction 


the task given both situations. 


section of this module. Be sure to ccnnplete each step. 




Your instructor will be watching to make sure you do the 


Supervise the learners to make 


job right Your attinide is very important and a good attitude 


sure they perform all the steps. 


a job well done. 




Begin your practice. 


Girefiilly observe. Be helpful. 




Allow practice until you fed 




learners have developed skills. 




will be friendly and courteous 




when performing tfie task. 
• 

• 
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Duty: Serving the Customer 



J3S|( ; Greet the Customer 



Post-Test 

The post-test is the same as tfie pre-test 

You need to answer 2 of the questions correctly for each 
communication skill. If you cannot do this, you will be 
provided additional instruction and practice. 

After successfully completing the written test^ you will 
perform the task for your instructor. When you successfully 
perform the task, you may go on to the next nxxlule. 



Notes 

To successfully complete, the 
learner must pass each 
communication skill. 

The learner must perfcxm the task 
competentiy demonstrating 
Implication of knowledge, safety, 
and procedure skills. 

Learners with weaknesses need to 
be counseled to repeat those areas 
until they gain acceptable 
proficiency. 
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Ct^ Ymt DUTY b: SorviqgdiBQiiiomer 



W Ywr TASK k totlUeiliBORier 



A Ym will Mt (TMb and Eqvlpmfnl): 

Ooeil check, pen or pencil, price list (menu) 



O Prt«Tttt DtscriptloB: 



(13) 



Refertiiccs and Resources: 



(6) You will be successful when (Criterli): 

Customer order is coRfdete snd correcl aocoiding 



3 items for ench communication wl compuiMion skill, written Items for the task snd « pcrfonnsncc test. 



Learner Activities: 



1. TakePre-Test 

2. Read Introduction 

3. Discuss fatroduction 

4. Observe DemoosiFBtkm 

5. Discuss Procedure 

6. ftacdce Procedure 

7. Take Post-Test 



O Teacher Activities: 

1. Oivene-Test 

2. Allow students to read hitroduction 

3. bitroduce task through lecture/ 
discussion 

4. Aovideademonstrttion 

5. Provide each student ample 
opportunity to practKe the task 

6. lYovideanqplesuperviskmand 
feedback 

7. lYovide for question snd answer 
session 

8. OiveP06t-T«t 



(10) Materials Needed: 

Laboratory Simulatk>n 
Transparencies 



Post-Test Description: Same as Pi .-Test 



0 1 aee Ijos Angel^ ^fced School Oistncl 



(11) Related Instruction: 
(Prerequisites) 

Communicatkm Skills: 

Ll,3,7,9,iai 1,12,13,15,17.18, 
20,27,28,29,30,35,37,39,40,41, 
42,43,44,45,46 

Computati<m Skills: 
Ml,18 



Attitudes: 

Courtesy 
Friendliness 
Dependability 
Interest 
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Duty: Serving the CiistDmer 



Xask: Tate the Order 



Pre-Test 

1 . What are small portions of highly seasoned food served 
before a meal? 

a. relish 

b. appetizers 

c. cocktails 
d munchies 

2. All orders should be written: 

a. in pencil. 

b. neatly. 

c. on napkins. 

d in front of the manager 

3. Upselling is an activity which: 

a. allows the order taker to stand up. 

b. could increase the total of the order. 

c. allows servers to compete with each other. 

d means you take the order without a guest check. 

4. When taking an OTder, which of the following should you 
never do? 

a. upsell 

b. suggest 

c. rush 

d write neady 

5. Which of the following is least important whm talking to a 
customer? 

a. make-up 

b. interest 

c. attitude 

d eye contact 



Notes 



The pre-test includes 3 items 
for each communication and 
computation skiU. 

Answers: 

1. b 

2. b 

3. b 

4. c 

5. a 

6. b 

7. a 

Learners can "test out** of any 
communicatim or conq)utaticm 
skill if they ansv^ 2 of the 3 
items correctly. 



6 1989 Lot Angtkt Unified School Diitrict 



TSD-20002CX) 



ERIC 



43 





Duty: Serving the Customer 


Tflfilc! Take die Order 




Pre-Test 


Notes 


o. lucn oi iiic louowmg to ic^i uupui lani wncn ttuung inc 
order? 




a. ask each guest how they wish dieir food prepared 




b. total the cnder and inform the guest 




c. determine ifeach guest wishes a separate check 




d all items for each order are listed 




7. When seating customers, you should first pull out: 




a. the lad/s chair. 




b. the first person's chair. 




c. the chair for the host. 




d. a\l of the chain. 
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Duiv: Serving Customer 

Task: Take the Qnier 




What: (Performance Objective) 


Notes 


You ate serving the custcxncr 

You will take the order. 

You will need a guest check, pen or pencil and 

price list. 




When: (Criteria) 




You will know that you have successfully completed 
this task when you have taken the customer's ccnnplete 
order and provided upselling or suggestive selling 
according to the employer's specifications. 




Why- 




Orders must be taken properly to: 


• 


1. satisfy the customer. 

2. ensure a profitable business. 
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Duty: Serving tfie Customer 



Task: Take the Order 



Introduction: 

Taking the order can be (xie (tf the noore important tasks 
when serving the customer. The anKHmt of the order directly 
affects die total sales of die business. Therefore, it is impcmnt 
to upsell whenever possible by suggesting other items, and 
writing all items ordered on die guest check. 

Customers have different needs diat must be met There are 
times ^en each customer at a table requires a separate check. 
There axe customers diat are in a rash while others wish to relax. 
The server should recognize diese needs and provide appropriate 
service. Tips, when given, are for good service. 

When taking die order, the server should be couneous and 
friendly at all times. Orders should be taken with interest and 
die server should maintain eye contact widi the customer. 

Some restaurants offer appetizers and hors d'oeuvres to 
stimulate a customer's appetite. Appetizers are served as a flrst 
course widi a meal and hors d'oeuvres are served before a meal. 
The server shoukl be dependable by bringing appetizers and hors 
d' oeuvres and/or providing service as promised. 



Notes 

Describe "upselling" and 
"suggestive selling." 

Discuss importance of writing all 
items on the check and its 
relaticHiship to gross sales and 
profits. 

Have learners recall being 
customers in restaurants. Were 
diey relaxed, in a rush, etc. Have 
them con[9)are this experience with 
their satisfactim with ihc service. 

Talk about tips and the relationship 
to good service. 

Describe why sane customers 
would want separate checks. 

Explain what i4>petizers and hors 
d'oeuvres are. 

Discuss the inqxmance of attitudes 
such as courtesy, dependability, 
friendliness, and interest 
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Dutv: Servins the Customer 




Tflfik? Take the Older 






Demonstration: 


Notes 


Observe the demonstration on taking the order. Observe 


Demonstrate the task. 


that each of the following steps was con^leted. 






Advise learners that diey should 


The person taking the order 


take notes in more specific detail 


1. assisted the customer/guest with making a 


than the steps listed. 


selection. 


Demonstrate the task described in 


2. recorded the order. 


the "Instruction" section which 




follows. 


3. repeated the order. 




4. used upselling skills as possible. 




list in the "notes'* column more specific details from 




your observation. 


1 
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*s5S^?^Av-.. ...... ^. . 


Duty! Servins the Customer 

Tiifik! Tate the Order 


Instruction: 

1. Take the pre-test 

2. Read die introduction. 

3. Discuss the introduction. 

4. Observe the demonstration. 

5. Discuss the demonstration and the following specific 
procedures: 

TASK: Take the Order. 
SUB-TASKS: 

1. Determine who is to receive the guest check (also 
how many ait needed). 

2. Write date, table number, server's name and number 
in party (number to be served at table). 

3. Stand at sraaepdnt of table that can serve as a 
reference to help remember what each person ordered. 

4. As each guest ^ves his/her ofder, clarify die order 
before writing it 

5. Ask each guest to e3q)ress their desires as to how they 
wish didr food to be prepared 

6. Use upselling and suggestive selling techniques. 

6. Practice the procedure. 

7. Take die post-test 


Notes 

1. Give the pre-test Explain that 
a person can "test out" of 
oommunicatim and computation 
units by passing 2 of 3 items for 
diatunit 

2. Allow learners to read the 
intnxiuction. Discuss what 
diey have read 

3. Provide a demo for poforming 
die task. Use nxxe specific 
procedures dian those listed. 
Ask die learners to take notes in 
moie specific detail to be 
discussed after the demostration. 

4. Allow the leamers to consider the 
task and dieir personal experience 
in restaurants and describe 
similarities/differences. 

5. Provide ample q>portunity for 
die learner to practice the task. 

6. Provide an^le time for 
supervision aiid feedback. 

7. Provide for a question and 
answer session. 

8. Give the post-test. 

1 
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Dut^! Serving die Custcxner 




Task! Take the Order 






Practice: 


Notes 


Your instnictorwiU allow you to practice the task, Take 


Provide setting for performing 


the Order. Practice the task described in the instruction section 


the task. 


of this Qxxlule. Be sure to cooqilete each step. 




Your instructor will be watching to make sure you do the 


Supervise the learners to make 


job right Your attitude is very iniportant and a good attitude 


sure Aey perfcmn all the steps. 


will result in job well done. 




Begin your practice. 


Carefully observe. Be helpful. 




AUow practice untU you fed 




learners have developed skills 




and will be friendly and 




courteous when performing 




the task. 
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Duty : Serving the CusttMncr 



Task : Take the Order 



Post-Test 

The post-test is the same as the pre-test 

You need to answer 2 of the questions conecdy for each 
communication and computation sldlL If you caiuiot do this, 
you will be provided additional instruction and practice. 

After successfully completing the written test, you will 
perform die task for your instructor When you successfully 
perform the task, you may go on to the next nxxlule. 



Notes 

To successfully con^lete, the 
learner must pass each 
communication and conq)utati(xi 
skill. 

The learner must perform the task 
c(xnpetenUy demonstrating 
application of knowledge, attitude 
and procedure skills. 

Learners with weaknesses need to 
be counseled to repeat those areas 
until they gain acceptaUe 
proficiency. 
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Process the Order 



DEmOPMENT WORKSHEET 



A Ymt DUTY b: SavimteOiMmer 



m Ymt task b to: RoocntheOnkr 



C9 Ym wUI use (Toob and Equipment): 

1Yiyt,pfqwtd food, other eadng utensils 



CO Pre-Tcsl Description: 



(13) 



References and Resources: 



(6) You will be successful when (Criteria): 

Customer is served satisfactorily and aocoiding to employer's specifications. 



3 items for each communicarion skill, wrincn items for the task md a perfomance test 



<9 Learner Activities: 

1. Take Pit-Test 

2. Read Introduction 

3. Discuu btroducticm 

4. Observe Demonstration 

5. Discuss I^ooedure 

6. Practice Prooeduit 

7. Take Post-Test 



O Teacher Activities: 

1. OivePre-Test 

2. Al.t»w students to read introduction 

3. Introduoe task dvough lecture/ 
discussion 

4. novide a demonstration 

5. Pkovkie each snidem ample 
opportunity to practice the Uisk 

6. Rrovide ample siqperviskm and 
feedback 

* 7. lYovide for question and answer 
session 

8. OivePostTest 



(10) Materials Needed: 

Laboratory Simulation 
lYansparencies 



(") Related Instruction: 
(Prerequisites) 

Communication Skills: 

Ll.7.10.11. 12.20,27.37,39,40, 
41,43,44,46 

Attitudes: 

ChecrM 
Positive 



^p^^Pttst-Test DeMrlption: Same as l¥e*Test 
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Li^l^^G MODULE 


1 Hiitv! Serving die CusttXDcr 

Tflfik ! rTOCCSS inc uracr 




I^iC* I CSl 




1. How should the waito/waititss serve food? 




a. firom the ridit usins the risdit hand 


The pi^-test includes 3 items for 


b. fircxn the right using the left hand 


each c(xnmunicati(^ skill. 


c. from the left using the left hand 


Answers: 


d &(xn the left using the right hand 


1. a 


2. Whatistheconnect way to serve beverages? 


2. C 


a. from the right using the ri^t hand 


3. a 


D. iTCHn ulc ngni using uic ten nano 


A A 


c. from the left using the left hand 


5. b 


d. from the left using the right hand 


6. b 


3. How should a server serve a customer at a booth? 


7. a 


a. always use the left hand 


8. c 


b. always use the right hand 


9. d 


c. serve with the hand farthest away from the customer 


10. b 


d. serve with die hand nearest die customer 


11 K 
11. D 


4. How may large trays be carried? 




a. with one hand 


Learners can "test out" of any 


b. witfi the palm of (Mie hand 


communication skill if they answer 


c. by the hip cany 


2 of the 3 itpms correctly. 


d. by the shoulder carry 




5. When setting a table, where is the beverage glass/cup 




placed? 




a. above the tip of the foric 




b. above the top of die knife 




c. direcdy in front of the plate 




d. beside the salad fork 
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1 Duty • Servins the Customer 


1 Task: I¥cx:ess the Order 




Pre-Test 


Notes 


6. A ooinplete place setting for each customer is kiK)wn 




a. setting. 




b. cover. 




c. set-up. 




(L attem. 




7. When setting a table, die forks are placed: 




a* on the left side of the cover. 




b. on Ae right side of the r over. 




c. on the niQ)kin on the right side. 




d at die top of the plate. 




8. What does **p(mion control" mean? 




a« adjusting the selling price 




b. serving customers before food runs out 




c. keeping each serving constant in size 




d reducing the size of each serving 




9. Which of the following would not be signs of food 




poisoning? 


• 


a. nausea and vomidng 




b. headaches and fever 




c. cramps and diarrhea 




d. chills and rash 
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Duty! Serving the Customer 




Tflsk! Plrocess the Order 






Pre-Test 


Notes 


10. How often should food service employees wash their 
hands? 




a. before beginning woik 




b. after each separate task 




c. at the end of the day 




d after serving each person at a table 




11. What is the proper method of clearing the table before 
serving the dessert? 




a. Stand cm the person's left and pick up the dish with 
your right hand. 




b. Stand on the p'/ison's left and pick up the dish with 
your left hand. 


- 


c. Stand on the person's right and pick up the dish with 
your right hand. 




d. Stand on the person's right and pick up the dish with 
your left hand. 


• 


ViyvyMnAiifeMiuiutieasciiooiuiitnct 4 






Duty: Serving the CusttHner 



Task : Process tfie Ordg 



What: (Performance Objective) 



Notes 



You are serving the customer 
You will process the order. 

You will use trays, prepared food and other 
eating utensils as necessary. 

When: (Criteria) 

You will ki:ow that you have successfully completed 
this task when the custOTwr has been served s-^tisfactorily 
acccmling x> employer's specifications. 



Why: 



The order must be processed properly to: 



1. keep the customer happy. 

2. maintain portion control. 

3. main: (in a profitable business. 
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Duty ; Serving tfie Customer 



Xask: Process the Order 



Introduction: 

Processing the order will require you to bring it to the kitchen, 

deliver it when it is cooked* watch fcnr customer satisfaction and 
maintain a clean table. 

It is important that you write the order legibly using 
abbreviations that are accepted by your employer so the cooks 
in the kitchen know what has been ordered and can prepare it. 
according to the customer's wishes. 

There are proper ways fo; serving food. Food is always 
served using your right hand from the right side of the customer. 
Beverages are just the opposite and you use your left hand from 
the left side of the customer. When a customer is in a booth, 
you serve the food using your left hand only. When carrying 
food to the customer on a tray, always place the tray on your 
shoulder. 

Each serving of food is the same size in restaurants. If this 
does not occur, it would be difficult to antknpate how much food 
to order and code and remain profitable. 

Hygiene is very in^rtant for the server. The server's hands 
shouki be washed after every task. Normal grooming procedures 
should be used along with the employer's policy. 

Attitudes are very important when serving food. You should 
always smile and be positive. A negative attitiide on your part 
can create a negative attitude on the pan of the customer towards 
the restaurant. 

It is important for the server to know something about illness. 
If a custCHner shows symptoms of food poisoning, or any 
other life threatening illness, it is important to notify the 
management right away. 

Hnally, the server must know how to set a table in order to 
maintain a clean taUe. Dishes shouki be removed as soon as 
possible. Customers q>preciate this kind of attention. 



Notes 

Describe different procedures foi 
bringing the order to the kitchen. 
Fast food places do it differently 
than formal restaurants, for 
example. 

Discuss why an order needs to be 
written legibly so the customer gets 
what they ordered. 

Discuss die proper ways for 
serving food. 

Discuss portion control and why 
it is inqx)rtant to a profitable 
business as well as customer 
attitudes (no one likes to see 
someone else get more they they 
do). 

Discuss why hygiene is important 
to the food server. 

Discuss proper attitudes and how 
negative attitudes can ruin the 
m^ and cause a negative reacticm 
to the restaurant. 

Discuss illnesses and how they can 
be recognized. Discuss the 
Heimlich Maneuver, how it is 
used, and how it can save lives. 

Discuss table settings and the 
proper way to set a table. 
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Duly: Serving the Customer 



Xasic J Rrocess die Order 



Demonstration: 



Observe the demonstration on processing the order. 
Observe that each of the foUowings steps was completed 

The person processing Hit order 

L passed the order to the kitchen. 

2. delivered the convicted order. 

3. determined customa satisfaction. 

4. maintained a clean table. 

List in the ""notes" column more specific details from 
your observation. 



Notes 



Demonstrate the task. 

Advise learners that they should 
take notes in more specific detail 
than the steps listed. Demonstrate 
the task described in the 
"Instruction" section whkh 
follows. 
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Duty: Serving the riKtnnv^ 

Task : Process the Ordta- 



Instruction: 

1. Take the pre-test 

2. Read the introduction. 

3. Discuss the introduction. 

4. Observe the demonstration. 

5. Discuss the demonstration and the foUowine specific 
procedures: *^ 

TASK: Serve the Meal. 
SUB-TASKS: 

1 . Place duUed butter on cold bread and butter plate. 
^. Place bread and crackers to the left and above fork 

3. Ask customers if they want a hot beverage with their 
meal. 

4. Place soup or cocktail in center of cover. 

5' ^«««table dishes above cover. 

7. When salad is served, place it to the left of fork. 

^ hot bevCTage at right of cover, cup handle turned 

to the nght and creamer above the cup. 

9. Ptacecolddrinkalitde to therightof and below water 
glass. 

10. Layscn^^ 

11. Place warawldMmcrplatcfro^^ 

2^^^^u^^"^*^^^»^ entree plate, salad plate 
bread mdbutto 

13. urumb the table. 

14. Place dessert silver to right of cover and dessert in 
center. 

15. Serve beverage if desii rd 

16. Ask iffurther service is desired. 



Notes 



11. Give the pre-test Explain that 
a person can "test out" of 
conununication units by passing 
2 of 3 items for that unit 

12. Allow learners to read the 
introduction. Discuss what 
they have read. 

Provide a demo for performing 
the task. Use more specific 
procedures than those listed. 
Ask the learners to take notes in 
rnore specific detail to be 
discussed after the demostration. 

j4. Allow the learners to consider the 
task and their perscmal txoericnce 
in restaurants and describe 
similarities/differences. 

Provide ample opportunity for 
the learner to pracdce the task. 

J6. Provide ample time for 
supervision and feedback. 

17. Provide for a question and 
answer session. 

8. Give the post-test 
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Duty: Serving the Customer 



Task: 



Process the Order 



Instruction: 



Notes 



TASK: Clear the Table. 
SUB-TASKS: 

1. Remove dishes and flatware as guests finish each course. 

NOTE: Clear dishes from right of guests with right 

hand moving around table. 
L Scnpt and stack dirty dishes in nearby bus box or 

tray. 

NOTE: Stack dishes so they are well balanced and 
safe to carry. 

3. Pick up pi^ers» napkins and soiled silver and place in 
bus box or tray. 

4. If dessert is to be served, leave drinking glasses and 
coffee cups cm table. 

5. Cnimb table by sweeping loose food pieces into clean 
plate or container with clean, folded napkin. 

6. Practice the procedure. 

7. Take the post-test. 
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Dutvi Serving the Customer 

M ^ — — — ^ V — > — 

TA^^k : Process the Uraer 




Practice: 


Noies 

• 


Your instructs will aUow you to piactice the task, Process 


Provide setting for peifomiing 


die Order. Be sure to complete each step. 


the task. 


Your instructor will be watching to make sure you do the 




jobri^t Your attitude is very important and a good attitude 


Supervise the learners to make 


will result in a job well done. 


sure they perform all the steps. 


Begin your practice. 






Carefully observe. Be helpful. 




Allow piactice undl you feel 




learners have developed skills 




and attitudes required to perform 




the task to an employer's 




standard. 
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Duty: Serving the Customer 



Task: Process the Order 



Post-Test 

The post-test is the same as the pre-test. 

You need to answer 2 of the questions correctly for each 
communication skill. If you cannot do this, you i^ill be 
provided additional instroction and practice. 

After successfully completing the written test, you will 
perform the task for your instructor. When you successfully 
perform the task, you may go on to tiie next module. 



Notes 

To successfully conq)lete, the 
learner must pass each 
communication skill. 

The learner must perform die task 
competently demonstrating 
application of knowledge, attitude 
and procedure skilb. 

Learners with weaknesses need to 
be counseled to repeat those areas 
until they gain acceptable 
proficiency. 



Lot Anietes Unified Sdiool District 



10 



TSD-20009CO 



Complete the Order 
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I^llf^g^m |>BVELOPMENT WORKSHEET 



C9 Ymt duty it: ServimtbeQiMmer 



Ymt task is to: CompleietheOPdar 



C9 Ym win BM (TMb and Equipment): 

Ouesidiot^ pen or pencil calculator 



Pre-Tett DeteriptioB: 



(13) 



References and Resources: 



You will be successful wlien (Criteria): 
When ihe sale has been closed to the customer's satisfacUon and 
Ihe enqyloya's specifications. 



3 itena for each conimunicadonand convuuuion slutt, writtffi 



Learner Activities: 

K TalcePkt-Test 

2. Read Introduction 

3. Discuss Introduction 

4. Observe Demonstration 

5. Discuss Procedure 

6. Aiciice IVooedure 

7. Talce Post-Test 



<'> Teacher ActiviUes: 

h OiveI¥e-Test 

2. Allow students to read introduction 

3. Introduce uislc through lecture/ 
discussion 

4. IVovide a demonstration 

5. novideeadismdent ample 
oppQitunity to practice the taslc 

6. Pipovide ample siqpervision and 
feedbadc 

7. novide for question and answer 
session 

8. Give Post-Test 



(10) Materials Needed: 

Laboratory Simulation 
Transparencies 



(11) Related Instruction: 
(Prerequisites) 

Communication Skills: 

Ll,7,l 1,12,20,27,39,40,41,43, 
44,46 

QmpuutionSldlls: 

Ml, 3,4,S,18,2U2,23,30,36, 
71,73 

Altitudes: 

FHendliness 
Promptness 



^'''?Mt«Test Description: Same as Pre-Test 

ERIC R5 
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Duty: Serving the Custpmer 



Xask: Complete the Order 



Pre-Test 

1. How should a guest check be presented to the customer? 

a. face up at the table 

b. face down at the table 

c. folded in half at the table 

d. at the cash register 

2. What is tfie total of the following guest check? 



Qub Steak 


7.50 


Trout Fries 


9.35 


Subtotal 


16.85 


5% sales tax 




Total 




a. $17.69 




b. $18.69 




c. $19.69 




d. $20.69 





Sales tax is 5% on the dollar. What amount of sales tax 
would there be on a guest check totalling $8.35? 

a. $.40 

b. $.41 

c. $.42 

d. $.43 



Notes 

The pre-test includes 3 itenis 
for each communication and 
computation skill. 

Answers: 

1. b 

2. a 

3. c 

4. d 

5. d 

6. b 

7. a 

Learners can "test out" of any 
communication and conq)utation 
skill if they answer 2 of the 3 
items coirectly. 
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Tflck* Ccxnplete the Order 




Pre-Test 


Notes 


4. The guest check should be totalled: 




a. after each course is served 




b. when the main course is served 




c. when the main course is completed 




d 'when no further service is desued. 




S. Select die best answer. Payment for a guestcheck can be 




maoe usuig. 




a. cHsh. 




h chfick 




c. credit cani. 




d. depends on the business 




6. If the guest doesn*t understand the charges on the check: 




a. call the manager. 




b. explain check. 




c. caU the cashier. 




d. write a new guest check* 




7. When closing the sale, you should always: 


• 


a. invite the cust(xner back again. 




b. msh the customer so scmieone else can have the table. 




c. ask to see some identificadon to verify payment 




d* show the guest to the front door. 


• 

• 
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Duty: Serving the Custom er 



Task : Complete the Order 



What: (Performance Objective) 



Notes 



You 9Xt serving the customer. 
You will complete the order. 



You may need to use a guest check, pen or 
pencil, and calculatcH*. 



When: (Criteria) 

You will know you have successfully completed this 
task when you have completed the order to the customer's 
satisfaction and according the employer's specifications. 



Why: 



Hie order must be completed so: 

- 1. the customa can pay the bill. 

2. the business can accept payment 

3. additional customers can be served 
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Duty: Serving Ac Custtwpcr 



Xasfc J Complete the Order 



Introduction: 

Completing the order and closing tfie sale can be the nx)st 
impcmant task for the customer service employee. Guests 
should feel satisfied and content that they received a good value 
for their money, that their service was satisfactory, and that 
they were made to feel welcome. 

The guest check should be presented only when the server 
has determined that no further service is desired Somedmes 
a customer will stay over coffee or dessert They should at 
no time feel rushed. Once the customer decides they want the 
check, it ^ ouid be provided quickly. The check should be 
presented face d^' wn tt the table. Be aware and never 
assume that the gentleman will be the one to pay. 

It is important that the check is written neady. You should 
answer any questicms the custonni^ has about the charges. 
The charges should be dded and the sales tax, if any, computed 
ccrrecdy. You neer' to be aware of the forms of payment the 
business accepts. Many will no. vxept personal checks, 
money orders, travelers checks, and/or credit cards. 

It is inqx)rtant to ctose the sale in a friendly manner. The 
customer should be invited to return and feel as though the 
invitation was sincere. 

When completing the order, you will need to: 

1. Present the check 

2. Accept paynaent 

3. Qose the sale 



Notes 



Define **close the sale.** 

Discuss ways the server can 
determine when no further sovice 
is necessary. Have learners recall 
their own experiences in 
restaurants. 

Discuss the in^xirtance of **tumover' 
or serving as many people as 
possible without rusV^ng any guests. 

Explain that iter n be mnoying 
for the customer r '.len they are 
ready to leave and the check is late. 

Indicate that the server shouki be 
alert as to who will pay and not 
to make the assunq)tion that the 
gentleman wiU pay. 

Describe why it is important that 
the check be written legibly, that 
any questions the customer may 
have be answered satisfactorily, 
and diat the charges be computed 
correctly. 

Discuss that different restaurants 
have different policies concerning 
forms of paynient that are accepted. 
Some may not accept cr^t cards 
or only certain credit cards, for 
example. 

Explain it is inq>ortant that the 
customer be invited to letum and 
that they feel welccHne to return. 
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Duty: Serving fee Customer 



Task : Complete the Order 



Demonstration: 



Observe the demonstration on completing the order. 
Observe that each of the following steps was completed. 

The person conq)leting the order 

L presented the check. 
2. accepted payment 
1 closed the sale. 

List in the "Notes*' column, more specific details from 
your observation. 



Notes 



Demonstrate the task. 

Advise learners that they should 
take notes in nxxt specific detail 
than the steps listed Demonstrate 
the task described in the 
"Instruction" section which 
follows. 
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Duty : Seiving the Customer 

Task: Complete the Order 



Instruction: 

1. Take the pre-test 

2. Read the intioduction. 

3. Discuss the introduction. 

4. Observe the demonstradm. 

5. Discuss the demonstration and the following specific 
procedures: 

TASK: Total order and present to patron. 
SUB-TASKS: 

L Determine who is to receive the guest check. 

2. Total check when certain that patron does not wish 
further service. 

3. Check math to ensure accuracy. 

4. Lay check face down to right of cover. 

5. Lay check in center of table when there is a group of 
people. 

6. Thank the cust(xners and invite them to return. 

TASK: Accept payment for guest check. 
SUB-TASKS: 

1. Identify acceptable fomi of payment 

2. Accept payment in acceptable form. 

3. Process payment (get change or char^ form). 

4. Give guest change or ask to sign charge fomi. 

5. Examine charge form for all necessary information. 

6. Practice the procedure. 

7. Take the post-test 



Notes 

Give the pre-test Explain that 
a person can "test out" of 
communicati(xi and ccxnputation 
units by passing 2 of 3 items 
for that unit 

Allow learners to read the 
introduction. Discuss what 
they have read. 

3. Ptovide a demo for performing 
the task. Use more specific 
procedures than those listed. 
Ask the learners to take notes in 
mote specific detail to be 
discussed after the demostration. 

4. Allow the learners to consider the 
task and their personal experience 
in restaurants and describe 
similarities/differences. 

5. Ptovide ample opportunity for 
the learner to practice the task. 

6. Ptovide ample time for 
supervision and feedback. 

7. Provide for a question and 
answer session. 

8. Give the post-test 
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Duty: 



Serving the Customer 



Task : Complete ihc Older 



Practice: 



Notes 



Your instructs will allow you to practice the task, Complete 
the Order. Practice the task. Be sure to complete each step. 

Your instructor will be watching to make sure you do the 
job^ght Your attitude is very imp(vtant and a good attitude 
will result in a job well done. 

Begin your practice. 
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LEARmNG uomsm 



Duty ! Serving the Customer 

Task: Complete the Order 


Post-Test 

The post-test is the same as the pre-test 

You need to answer 2 ot the questions anrectly for each 
communication and conq)utadon skill If you cannot do diis, 
you will be provided additional instruction and practice. 

After successfully completing the written test, you will 
perform the task for your instructor. When you successfully 
perform the task, you may go on to the next nxxiule. 


Notes 
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Set-Up Cash Drawer 



l^l^titlCmrlM DEVELOPMENT WORKSHEET 



0) Yo«r DUTY to: Cashiering 



^ Yowr TASK to to: Set-i4)CashDmwer 



(A Yott will use (Tooto and Equipment): 

Cash roister with money in different denominations 



O Prc*Test Description: 



(13) 



References and Raources: 



<^> You will be successful when (Criteria): 

The cash drawer and ocmtents are prq»ared aocuratdy accoidi^ 
specifications. 



3 items for each communication and computation slull. written items for the laslc and a performance test. 



SB 



<*> Learner Activities: 

1. TakePre-Test 

2. Read Introduction 

3. Discuss Introduction 

4 Observe Demonsiraiion 

5. Discuss Procedure 

6. Practice Procedure 

7. Take Post-Test 



<^ Teacher Activities: 

1. OivePre-Test 

2. Allow students to read introduction 

3. Introduce task through lecturt/ 
discussion 

4. lYovideademonsuation 

5. Ptovkle each student ample 
opportunity to practKC the task 

6. lYovide ami^e supervisicm and 
feedback 

7. lYovide for question and answer 
session 

8. OivePost*Test 



(10) Materials Needed: 

Laboratory Simulation 
Transparencies 



ERIC 



03)Post-Test Descrtp^: Same as Pre-Test 



Related Instruiction: 
(Prerequisites) 

Communicaticxi Skills: 

L10,13.15.17.18.20.27.43.44. 
46 

Computation Skills: 
Ml.3.4.5.21.22.23.71.73 



Attitudes: 

Responsibility 

Judgmeius 

Conscience 



77 
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LEAiftKiNG MODULE 


niity: Cashiering 




Task : Set-up Cash Drawer 






Pre-Test 


Notes 


1. Wiucn of the following is not a type oi casn register: 




a. niechanical 


The pre-test includes 3 items for 




each communication and 


c. magical 


computation skill. 


0. electronic 


Answers: 


2. Which best describes the trays in a cash register? 


1. c 


a. removable 


2. a 


b. breakable 


3. d 


c. accountable 


4. c 


d repairable 


S. a 


3. Which of the following types of cash registers are the nK>st 


6. d 


modem? 


7. b 


a. mechanical 




b. electrical 


Learners can "test out** oi any 


c. magical 


ccHiimunication or computation 


d. electronic 


clrill if tH^v iificui^r 0 f\€ ^ 
ii Ulcy aiiaWwi ^ ill UlC j 


A Wtiich till* f/\11/\unnff ic thA u/ATCt u/nv to ^nciiup th^ 
*t« tVIU^II %Jl UlC IiXlli/Win|^ 15 Ulv WV/&91 Way IVCIloUlv UlC 


items coirectly. 


security of the cash register? 




a. Every person has a code number when operating the 




cash register. 




b. Only one person performs all transactions. 




c. All servers have access to a cash register. 




u. 1 nc vodii ivj^sicr is opcr aicu uiuy uy uiv iiuuia^d . 




5. At the start of a shift, the cashier should: 




a. have a fresh cash drawer with a specified anKMint of cash. 




b. continue where the previous shift left off. 




c. use their own personal change as long as possible. 




d. check out for the previous cashier. 
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MODULE 



Dllty : Cashiering 



Tflglf ? Set-up Cash Drawer 



Pre-Test 



Notes 



6. To ensure a balanced cash register at the end of a shift, the 
cashier, at the beginning of the shift, should: 

a. start with a fresh cash drawer. 

b. use their own money whenever possible. 

c. denoand a new cash register. 

d count the cash in their cash drawer. 

7. Which of the following does not have a space in a cash 
drawer? 

a. one dollar bills 

b. fifty dollar bills 

c. ten dollar bills 

d twenty dollar bills 
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LC^HIKO MODULE 


Duty: Cashiering 




Task : Set-up Cash Drawer 






▼ynAi* \A criorniaiicc v/Djcciivc^ 




You are cashiering. 




You will set-up the cash drawer. 




You will use a cash register and money in 
different sizes and amounts. 




When* rrrifpriA^ 




You will know that you have successfully completed 
this task when the cash drawer and contents are prepared 
accurately according to employer rules. 




Why: 


• 


The cash drawer must be set-up to: 




1. provide operating cash. 

2. keep an accurate record of all sales. 


• 
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Lt^HMG MODULE 



Duty: Cashiering 



Task: Set-up Cash Drawer 



Introduction: 

In most businesses^ money is kept and change is made using a 

cash register* Cash registers have been in use for many years. 
The older cmes were hand operated. Electricity helped make the 
old ones easier to use but were still noisy and too hard to use. 
The newest types are electronic and are actually very small 
computers. By pressing the right buttons^ they can list the 
customer's order and confute the price including sales tax. 

Shortages caused by mistakes when operating the cash 
register are not acceptable. To reduce the chance of 
shortages, most employers will assign the job of operating 
the cash register to one person. That person has to make sure 
that people can not get into the cash register and that there are no 
shortages. 

At the start of a shift, a fresh cash drawer is given to the 
cashier with a set amount of cash. It is the duty of the cashier 
to count the cash to make sure it is correct The total amount for 
a shift is the total cash in the drawer at the end of the shift minus 
the beginning cash. This total needs to balance with the amount 
taken in during die shift If the total is over, it is an overage; if 
the total is under, it is a shortage. 

There are spaces in the cash drawer for the different money 
sizes and amounts. These usually include pennies, nictels, 
dimes, quarters, and half dollars as well as one, five, ten, and 
twenty dollar bills. Sonne cash registers have a large space for 
checks and larger bills while others require the cashier to place 
them under the tray. 

Being a cashier is a very responsible position. It requires an 
honest, accurate, and dependable person. 



Notes 

Emphasize that the newer types of 
cash registers are electronic. 
Descritehow some can keep 
inventory, autcmiatically print a 
tnll diat lists the items purchased, 
and automatically compute sales 
tax. Some are even linked to 
inventory and portion control to 
maintain a barometer on the 
business profits. 

Discuss shortages and overages. 
Most businesses consider one as 
bad as the other. While shcntages 
come out of the company profits, 
overages coukl indicate that some- 
one paid more than they were 
charged. 

Explain that when responsible for 
the cash register, die cashier 
should be die only one in it If 
odiexs are in the register and some- 
diing is missing, the cashier will be 
responsible. Some businesses will 
(teduct shortages from the cashier's 
wages. 

Explain that each shift starts with a 
fitsh cash drawer with a specific 
amount of money. The total 
at the end of the shift minus this 
starting amount are the gross 
receipts. When the guest checks 
are compared against the gross 
receipts, L.zy should be equal. 

Explain how inqxMrtant it is that 
each denomination of XDoney be 
kept in its own stot so any mistakes 
vm be minimized when noking 
change. 

Emphasize die inqxxtance of 
attributes and attitudes such as 
responsibility, dependability, and 
honesty. 
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Duty: Cashiering 



Task: Set-up Cash Drawer 



Demonstration: 

Observe the demmstration on setting-up the cash drawer. 
Observe that each of the following steps was completed 

The cashier: 

1. Counted and verified cash; 

2. Compared total received to allotted; 

3. Placed cash in the tray. 



Notes 



Demonstrate the task. 

Advise learners that they should 
take notes in more specific detail 
than the steps listed Denmnstrate 
each of the tasks described in the 
"Instruction" section which 
follows. 



List in the "notes" column nx>re specific details from 
your observation. 
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LEARNING MODULE 



Duty: Cashiering 



Task: Set-up Cash Drawer 



Instvuctior; 

1. Take the prc-test 

2. Read the introduction. 

3. Discuss the introduction. 

4. Obser/e the demonstri^non. 

5. Discuss the demonstration and the ^oUov/ing specific 
procedures. 

TASK: Prepare cash drawer for daily business. 
SUB-TASKS: 

1. Count nioney received. 

2. Fill out and sign receipt form showing amounts of 
each denomination and total amount of cash. 

3. Place change fund into t^propriate sections in cash 
drawer. 

6. Practice the procedure. 

7. Take the post-test. 



Notes 

1. Give the pre-test Explain that 
a pcxsun can "test out" of 
communicanou and computation 
units by passing 2 of 3 items for 
that unit. 

2. Allow learners to read the 
introduction. Discuss what 
they have read. 

3. Provide a demo for performing 
the task. Use more specific 
procedures thar. those listed. 
Ask the learners to take notes in 
mons specific detail to be 
discussed after the demostration. 

4. Allow the learners to consider the 
task and their personal r:perience 
in restaurants and describe 
similarities/differences. 

5. Provide ample opp^.rtunity for 
the learner to practice the task. 

6. Provide ample time for 
supervision and feedback. 

7 . Provide for a question and 
answer session. 

8. Give the post-test. 
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LEABNtNG MODULE 




Dutv* Cashiering 




Task : Set-up Cash Drawer 






Practice: 


Notes 


Your instructor will allow you to practice the task, Set>up 


Provide setting for performing 


Cash Drawer. Practice the task described in the instruction 


the task. 


section of this nuxlule. Be sure to complete each step. 




Your instructor will be watching to make sure you do the 


Supervise die learners to make 


job right. Your attitude is very important, a good attitude will 


sure they perform all the steps. 


result in a job well done. 




Begin your practice. 


Carefully observe. Be helpful. 




Allow practice undl you feel 




learners have developed skills 




and attitudes required to perform 




the task to an employer's 




standard. 

• 
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LEARNING MODULE 



Duty: Cashiering 



Task : Sct>up Cash Drawer 



Post-Test 

The post-test is the same as the pre-test. 

You need to answer 2 of the questions correctly for each 
communication and computation skill. If you cannot do this, 
you will be provided additional instruction and practice. 

After successfully completing the written test, you will 
perform the task for your instructor. When you successfully 
perform the task, you may go on to the next module. 



Notes 

To successfully complete, the 
learner must pass each 
communication and computation 
skUl. 

The learner must perform the task 
competently, demonsLating 
application of knowledge, attitude, 
and procedure sidlls. 

Learners with weaknesses need to 
be counseled to repeat those areas 
until they gain acceptable 
proficiency. 
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Ring Up Sales 



CURRICULUM DEVELOPMENT WORKSHEET 



0) Your DUTY b: Cashiering 



(4> Your TASK b to: Ring Up Sales 



(S) You will use (Tools and Equipment): 

Cash register, guest duffges, money in different denominations 



(7) Pre-Test Description: 



(13) 



References and Resources: 



You will be successful when (Criteria): 
The cash drawer is in balance and the money has been handled aocording to 
the employer's specifications. 



3 items for eadi communication and comp*itation skill, written items for the tasic and a perfonnance test. 



Learner Activities: 

1. Talce Pre-Test 

2. Read Introduction 

3. Discuss Introduction 

4. Observe Demonstration 

5. Discuss Pkwedure 

6. Practice Procedure 

7. Take Post-Test 



Teacher Activities: 

1. Give Pre-Test 

2. Allow students to read introduction 

3. Introduce task through lecture/ 
discussion 

4. I^vidc a demonstration 

5. Provkle each student ample 
opportunity to practice the task 



ftovide ample supervision and 
feedback 

Ph)vide for question and answer 
session 



6 

7 

8. Give Post-Test 



(10) Materials Needed: 

Laboratory .Simulation 
lYanspareiKtes 



V ) Post-Test Description; Same as Pre-Test 



M. 



(») Related Instruction: 
(Prerequisites) 

Communicauon Skills: 

Ll,7,10,ll, 12,13,15,17,18.20. 
27.37.39.40.41.43.44.46 

Coniputati(Hi Skills: 
Ml.3.4.5.18.21.22.23.71.73 



AUitudes: 

Honesty 

Responsibility 

I>ependability 
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LEARNING MODXH^E 



Duty! Cashiering 




Task! Ring Up Sales 






Pre-Test 


Notes 


1. If a twenty dollar bill is presented for a check totalling 
$10.44» what is the correct change? 


The pre-test includes 3 items for 


a. ^7.^U 


each communication and 


b. $9.4^ 


computation skill. 


c. $9.56 


Answers: 


d. $9.76 




2. When making change* where should you place the bill? 


1. c 

2. a 

3. c 

4. a 

5. b 

6. d 

7. b 


a. on the ledge of the cash register 


b. in the cash drawer before you make the correct change 


c. under a paper weight 


d. in your pocket 

3. How much change would the customer receive from a ten 
dollar bill if the food sale amounted to $6.59? 


a. $2.41 


8. a 


b. $3.31 


Learners can "test out" of any 


c. $3.41 


communication or computation 


d. $4.21 


skill if they answer 2 of the 3 


4. The main task of the cashier is to: 


items correcdy. 


a. ring up sales accurately. 




b. talk to the customer. 




c. upsell the customer. 




d. seat the customer. 




5. Why should the cashier never leave the cash register without 
making someone else responsible? 




a. it doesn't look right 


• 


b. someone might steal from it 




c. a customer might ;vant some change 




d someone should be there to greet guests 
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Untyi Cashiering 


Task! Ring Up Sales 




Pre-Test 


Notes 


6. The cashier should if an error is made. 




a tell the manager 




b. tell the owner 




c. leu uic server 




d. follow comnanv Drocedunes 




/. wny IS 11 saic tnat tne customer is always ngnt / 




a. because usually it is true 




b. because a customer is important to the business 




c. because the customer might have a bodyguard 




d. because most managers don*t like to argue 




8. If a cash register runs out of receipt tape, it is the 




responsibilitv of the to replace it 




a. cashier 




b. cash register company 




c. manager 




d. custodian 
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LEARNING MODUUS 


Dutv: Cashiering 




Task: Ring Up Sales 






What: (Performance Objective) 


Notes 


You are cashiering. 




You will ring up sales. 




You will need to use a cash register, guest 
charges, and money in different amounts. 




When: (Criteria) 




You will know that you have successfully completed 
this task when your cash drawer is in balance and the 
money was handled according to employer 
rules. 




Why 




You must ring up sales to: 




1 account for the customer's charge. 
2. bring in cash for the business. 
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LEARNING MODULE 



Duty: Cashiering 



Task : Ring Up Sales 



Introduction: 



The main task of the cashier is to ring up sales. The cashier 
is also responsible for all the cash receipts and should never leave 
the cash register unattended. If the cashier shoui J need to leave 
the register, someone who is in charge should take over. 

It is important for the cashier to be able to add, subtract, and 
estimate. Many errors made by the server can be discovered 
by the cashier. The cashier is responsible to the business to 
find as many of these errors as possible. 

When ringing up a sale, the cashier should never place the 
payment in the cash register until the change has been made. 
That way, if the customer argues that a twenty was used instead 
of a ten as payment, the cashier can show them the actual pay* 
ment If an error is made, the cashier should follow the rule 
of the business. 

It is said many times that the "customer is always right". This 
is because the customer is impcntant to the business. Many times 
when the cashier knows the customer is wrong, the inanager 
will rule in favor of the cust(nner. The cashier should take care 
never to be put in a position where someone has to choose if 
the cashier or the customer is wrong. 

When ringing up sales, you will: 



1. enter the anx)unt; 

2. enter the tax; 

3. run the total; 

4. accept the payment; and 

5. make change. 



Notes 



Emphasize that the primary 
responsibility of the cashier is to 
ring up sales acciu:ately and that 
they should check guest checks 
for errors. 

Discuss what could happen if the 
cash register was left unattended. 

Discuss why a cashier's work 
must be error free. 

Discuss why a "customer is 
always right". Ask learners to 
think of examples frxHn their 
experience. 
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LEARNING MODULE 



Duty: Cashierine 




Task: Ring Up Sales 






Demonstration: 


Notes 


Observe the demcmstration on ringing up sales. Observe 


Denx)nstrate the task. 


tnat each or tne louowing steps was compietecL 






Advise learners that they should 


The person ringing up the sales: 


take notes in more specific detail 


L entered the anx)unt 


than the step listed. Demonstrate 




each of the tasks described in the 


2. entered the tax 


"Instniction** section which 


3. totalled the sale 


''allows. 


4. accepted payment 




5. made change 




List in the **Notes" column more specific details from 




your observation. 
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LEARNING MOBUtE 



Duty: Cashiering 



Tusk; Ring Up Sales 



Instruction: 

1. Take the pre-test. 

2. Read the introduction. 

3. Discuss the introduction. 

4. Observe the demonstration. 

5. Discuss the demonstration and the following specific 
procedures: 

TASK: Accept payment for check. 
SUB-TASKS: 

1. Receive check from custcHner. 

2. Ask customer if everything is all right. 

3. State amount of check. 

4. State anK>unt of money customer gave to you. 

5. Check math. 

6. Place payment on shelf above drawer. 

7. Count change to the customer. 

8. Pu^. money in drawer when customer is satisfied. 

TASK: Make change (non*change calculating cash register). 
SUB-TASKS: 

1. Receive cash from customer. 

2. Ask customer if everything is all right. 

3. State anx>unt of check. 

4. State amount of money customer gave to you. 

5. Check math. 

6. Place payment on shelf above drawer. 

7. Count change to yourself. 

8. Count change aloud starting with total cost to 
customer as change is returned to the customer. 

9. Put money in drawer when customer is satisfied. 



6. Practice the procedure. 

7. Take the post-test. 



Notes 

Give the pre-test Explain that 
a person can "test out" of 
communication and computation 
units by passing 2 of 3 items for 
that unit 

Allow learners to read the 
introduction. Discuss what 
they have read 

Provide a demo for performing 
the task. Use mem specific 
procedures than those listed. 
Ask the learners to take notes in 
more specific detail to be 
discussed after the demostration. 

Allow the learners to consider the 
task and dieir personal experience 
in restaurants and describe 
similarities/differences. 

Provide ample opportunity for 
tte learner to practice the ta^^k. 

Provide ample time for 
supervision and feedback. 



Provide for a question and 
answer session. 



7 

8. Give the post-test 
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LEARNING MODULE 


Duty: Cashiering 




Task! Ring Up Sales 






Practice: 


Notes 


Your instructs wiU allow you to practice the task. Ring 


Provide setting for performing 


Up Sales. Practice the task described in the instruction 


the task. 


section of this module. Be sure to complete each step. 




Your instructor wiU be watching to make sure you do the 


Supervise the learners to make 


job right. Your attitude is very important. A good attitude 


3ure they perform all the steps. 


will result in a job well done. 




Begin your practice. 


Carefully observe. Be helpful. 




Allow practice until you feel 




learners have developed skills 




and attitudes required to perform 




the task to an employer's 




standard. 
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LEAItmNG MODULE 


niity: Cashiering 




Task: Ring Up Sales 








Notes 


The post-test is the same as the pre-test. 


To successfully complete, the 




learner must pass each 


You need to answer 2 of the questions correctly foe each 


communication and computadon 


communication and computation skill. If you cannot do this, 


skUl. 


you will be provided additional instruction and practice. 






The learner must perform the task 


After successfully completing the written test, you will 


competently, demonstrating 


perform the task for your instructt)r. When you successfully 


application of knowledge, attitude. 


perfOTm the task, you may go on to the next module. 


and procedure skills. 




Learners with weaknesses need to 




be counseled to repeat those areas 




until they gain acceptable 




proficiency. 

f 
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Check Out at End of Shift 



CIIRRICIILUM DEVELOPMENT WORKSHEET 



Your DUTY it: CaMaing 
w Your TASK iitoS^?^^^^ 



® You will use (Tools and Equipment): 

CMh drawer, recdpis. piid-outs. foinis 
W Pre-Test DcscrlpUon: 



(13) 



References and Resources: 



You will be successful when (Criteria): 
TT«enKiiey is secui«l and l^dancedaccading to employer s^^^ 



P Learner ActiviUcs: 



^3i«n.foreacl.canmu«ic«k^ 

Materials Needed; 



1. TakePre-Tcsi 

2. Rcadlnkroduction 

3. Discuss Introduction 

4. Observe Demonsuition 

5. Discuss IVocedure 

6. I^ceI¥oceduie 

7. TakeFost-Test 



Teacher Activities: 



1. OiveAe-Test 

2. Allow student* to read introduction 

3. Introduce task through lecture/ 
discussion 

4. ftuvide a demonstration 

f^^!^^ student ample 
<>nKiftunity to practice the task 

6. ftovide ample simervlsion and 
feedback 

7 . IWlde for question and answer 
session 

8. OivePbst-Tcst 



|(«)Post.Test De8crlptton:Sameasfte.Test 



Laboratory Simulation 
Thmsparencies 



ERIC 
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Related Instruction: 
(Prerequisites) 

Communicaticm Sldlls: 

".7,9,10,13.14,15,17.18,20, 
27.37,39.40,43.44.46 

Compuuition Skills: 
M1.3.4,5.18,20.21.22,23.7I,73 

Attitudes: 
Accuracy 




Duty: Cashiering 



Task: Check Out at End of Shift 



Pre-Test 

L The cash drawer should be balanced at: 

a. the end of each shift* 

b. the end of the week* 

c. the end of the nx>nth. 

d. whenev'er the drawer is full. 

2. Theamountof money in the drawer at the end of a shift 
will be: 

a* the total in the drawer less the starting balance. 

b. the total in the drawer plus the staiting balance. 

c. the total in the drawer. 

d. the starting balance. 

3. When counting bills: 

a. gather them all together in one pile. 

b. grouptogetherall the bills diataie the same. 

c. wrap them around credit card receipts. 

d. keep d)em in the cash drawer and "fan" them. 

4. Who is responsible for die cashier drawer during a shift? 

a. the manager 

b. the owner 

c- the shift supervisor 
* d. the cashier 

5. If the cash drawer doesn't balance* what should be done 
first? 

a. Notify the manager 

b. Notify the shift supervisor. 

c. Recheck the receipts, 
d Replace the nx)ney. 



Notes 



The pre-test includes 3 items for 
each communicatim and 
computatim skill 
Answers: 

1. a 

2. a 

3. b 

4. d 

5. c 

6. c 

7. b 

Learners can "test out" of any 
communication or computaticm 
skill if they answer 2 of the 3 
items correctly. 
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IBAKKmO MODULE 



Duty: Cashiering ^ 

Taglf ! Check Out at End of Shift 



6. Cdns usually come wrappedin a: 

a. bag. 

b. doUarbUl. 

c. paper tube, 
d rubber band 

7. Paid outs aie considered: 

a. bills. 

b. cash. 

c. overdue. 

d accounts receivable. 
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tEAHNiNG MODUO^ 


Duty! Cashiering 




Tflfik ! Check Out at End of Shift 






What: (Performance Objective) 


Notes 


You are cashiering. 




You will check out at end of shifl 




You will need a cash drawer, receipts, paid-outs, 
and forms. 




When: (Criteria) 




You will know that you have successfully completed 




this task when the money is secured and balanced 




according to employer specifications. 




Why: 




The cashier must check out at the end of their shift to: 




1. keep an accurate record of all work during 
the shift; 




2. identify errors that may have happened; and 




3. to allow the receipts to be desposited. 
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Duty: Cashiering 



Taglf ; Check Out at End of Shift 



Introduction: 



Balancing the cash drawer or checking out at the end of a 
shift is an important task. It is at this time that the gross 
receipts for die shift are counted These receipts must equal the 
total on die sales slips that were written during the shift 

Hie cashier is responsible for checking out at the end of die 

shift and counting die receipts. Being exact is very important 

When counting, each amount (I's, 5*s, lO's, etc.), money 

shouM be separated into its own pile and counted separately. 

Coins should be wrapped in paper tubes according to die 

following schedule: 50 pennies 

40 nickels 
SO dimes 
40 quarters 
20 half dollars 

This makes it easier to deposit in the bank. 

Paid outs include money that is paid out of die cash drawer 
during a .shift This could include goods or services purchased 
by the restaurant Paid outs are the same as cash and are treated 
like cash when checking out The receipt for die paid out needs 
to be placed widi die cash. 

If die cash drawer doesn't balance* don't panic. Recheckall 
figures and recount die money and paid outs. If there is still a 
mistake, check die difference against all receipts as you 
may have adder! a guest check twice, etc. 



Notes 



Explain what is meant by 
"balancing die cash drawer" when 
checking out at the end of a shift. 

Define "gross receipts". 

Discuss why gross receipts and 
sales slips must total die same. 

Emphasize that the cashier is 
responsible and that accuracy is 
very important 

Explain that when counting money, 
it is more accurate to count each 
denominaticxi separately. 

Explain what "paid-outs" are. 

Explain in detail procedures what 
should be followed if die cash 
drawer doesn't balance. Emphasize 
diat all errors must be located. 
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Duty! Cashiering 



Task: Check Out at End of Shift 



Demonstration: 

Observe the demonstration. Observe that each of the 
following steps were completed. 

The cashier: 

L counted the cash; 

2. recorded each amount on the forms; and 

3. prepared the deposit 

list in the ''Notes** colutm more specific details from 
your observation. 
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Notes 



Demonstrate the task. 

Advise learners that they should 
take notes in more specific detail 
than the steps listed Demonstrate 
each of the tasks described in the 
"Instruction** section which 
follows. 
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Duty! Cashiering 



Task : Check Out at End of Shift 



Instruction: 

1. Take the pre-cest 

2. Read the introduction. 

3. Discuss the introduction. 

4. Observe the denoonstration. 

5. Discuss tlie demonstration and the following specific 
procedures: 

TASK: Balance cash drawer. 
SUB-TASKS: 

1. Total sales checks and reccmi. 

2. Separate bills, count, and record. 

3. Regard charge card payment as bills. 

4. Count and wrap coins. 

5. Reccmi amount of each dencmunation (I's, S's, 10*s, 
etc.) 

6. Totad all cash and charge slips. 

7. Subtract amount of **opening" cash. 

8. Total cash shouki equal sales slips. 

TASK: Verify cash anx>unt turned in m each shift 
SUB-TASKS: 

1. Determine the smallest aniount of cash that was to be 
left in cash drawer at all dmes. 

2. Add all dollars, change, and any cash tickets together. 

3. ' Take into account any paid-outs for the shift. 

4. Subtract die smallest amount df cash to be left in the 
drawer firom this total. 

5. Sub-total paid key cm posting machine. 

6. Subtract nomtUs machine reading, paki machine readme 
when last deposit was made. 

7. Compare figure arrived at in step 3 with figuxe in step 5. 

6. Practice the procedure. 

7. Take die post-test 



Notes 

1. Give the pie-test Explain that 
a person can "test out** of 
communication and computation 
units by passing 2 of 3 items for 
that unit 

2. Allow learners to read the 
introduction. Discuss what 
they have read 

3. Provkie a demo for performing 
thetasL Use mote specific 
procedures than those listed 
Ask die learners to take notes in 
more q)ecific detail to be 
discussed after die demostration. 

4. Allow the learners to consufer the 
task and dieir personal experience 
in restaurants and describe 
similarities/differences. 

5. Provide ample opportunity for 
the learner to practice the tasL 

6. Provide ample time for 
supervision and feedback. 

7. Provide for a question and 
answer session. 

8. Give die post-test 
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Duty! Cttshiering 




Ttkfdci Check Out at End of Shift 






Practice: 


Notes 


Your instructor will allow you to practice the task. Check 


Provide setting for performing 


Out at the End of Shift Practice the task d<:scribed in the 


the task. 


''Instruction" section of diis oKxlule. Be sure to complete each 




step. 


Supervise the learners to make 


Your instructor will be watching to noake sure you do the 


sure they perform all the steps. 


job right Your attitude is very important. Agoodanitude 




will result in a job well done. 


Carefully observe. Be helpful. 


Begin your practice. 






Allow practice until you fed 




learners have developed skills 




and attitudes required to perform 




the task to an emoloyer's 




standard. 

• 
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Duty; Cashiering 

Ta«k • Check CXit at End of Shift 




Post-Test 


Notes 


The post*test is the same as the pie-test. 


To successfully con^)lete, the 




learner must pass each 


You need to answer 2 of the questions conectly for each 


ccmununication and conq)utati(xi 


CQmmumcation and conq)utation skill. If you cannot do this. 


skill. 


you will be provided additional instruction and practice. 






1 ne learner must perionn tne tasK 


After successfully completing the written test, you will 


competently demcmstradng 


perform the task for your instructor. When you successfully 


application of knowledge, atdtude. 


perform the task, you may go on to the next module. 


and procedure skills. 




Learners with weaknesses need to 




be counseled to repeat those areas 




until they gain acceptable 




proficiency. 
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DIVISION OF ADULT AND OCCUPATIONAL EDUCATION 



^^^^^^^^ ^^^^^^^j 

WORKING SMART 

The Los Angeles Unified School District Workplace Literacy Project 
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Communication Modules 



Manual/Workbook 



WORKPLACE LITERACY 

Communication Skills Modules 

(27) 

L*1 Use Plural Words Appropriately in Writing and Speaking 

L-3 Use Appropriate Abbreviations of Words 

L-7 Use Appropriate Word Choices in Writing and Sp .aking 

L-10 Use Appropriate Technical Terms and Vocabulary 

L-11 Use Correct Agreement of Nouns, Verbs, Pronouns, 
Adjectives and Adverbs 

L-12 Use Correct Person, Gender, Number, Case and Tense 

L-13 Read, Understand, and Find Information or Gather Data From 
Books, Manuals, Directories or Other Documents 

L-15 Draw Conclusion From Written Material 

L-17 Read and Understand Business Forms and Letters 

L-^8 Read and Understand Graphs, Charts and Tables to Obtain 
Factual Information 

L-20 Read and Follow Directions Given in Written Materials 

L-27 Recall Details from Written and Verbal Information 

L-28 Predict Outcomes Based on Written and Verbal Details 

L-29 Identify Cause and Effect Relationship 

L-30 Draw Inference from Written and Verbal Information 

*L • Language 

'ERIC 
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WORKPLACE LITERACY 

Communication Skills Modules - continued 



L-35 Proofread for Correctness of Spelling, Grammar, Punctuation, 
and Capitalization 



L*-37 Write Logical and Understandable Statements and Phrases to 
Accurately Fill Out Forms 



L*-39 Speak Fluently with Individuals or Croups 

L*-U1 Sneak Effectively Using Appropriate Behaviors Such as Eye 
Contact, Posture and Gestures 



L-42 Restate, Paraphrase and Summarize Written Materials to 
Confirm One's Own Understanding of What Was Read 



L*-U3 Ask Appropriate Questions to Clarify Written and Oral 
Communications 



L*-H4 Attend to Nonverbal Cues Such As Eye Contact, Posture and 
Gestures for Meaning in Conversations 



L*-U5 Take Accurate N'^tes Which Summarize the Material Presented 
from Spoken Conversation 



L*-46 Follow Directions from Verbal Instructions 
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WORKPLACE LITERACY 
Conwnunication Skills 



Listening 

Modules H6 

Speaking 
Modules 39, H}, 

Comprehension 

Modules 13, 15, 17, 18, 20, 27, 28, 29, 30, k2 
Writing 

Modules 35, 37 

Grammar 
Modules 11, 12 

Vocabulary 

Modules 1, 3, 7, 10 



ill 



LEARNING MODULE 



Duty: J^flsatBilaa. 



Task : L1 Use Plural Words ApnroDriatelv in Writing and Speaking 



Pre-Test 

Directions: Choose the best answer. 

1. Which word is inconect? 

A. Gteis 

B. Churches 
C Loaves 

D. None of the above 

2. Which word is inconect? 

A. Buses 

B. Mens 
C Sides 

D. None of die above 

3. Whidi word is inconect? 

A Teedi 
B. Deer 
C Mice 

D. None of the above 



Notes 



Answers: 

1. A 

2. B 

3. D 



^<«l9LMAii|alitUBiiMSctoolDiiiiiet 



112 



WSOOOILY 



LEARNING MODULE 



Duty: J^flCBlBilaci 



Tll.sk> Ll U5;e Plimil Word. Ai 



lately in Writing and Speaking 



Instruction: 



Notes 



Task: Use plural words ^^ropriately in writing and 
speaking. 



Couki be evaluated 
during intake. 



1. Complete pre-tesL 

2. Discuss A, C 



A. What ait plural words? 

Words that have changed endings to show more 
dianoneitenL 

B. They are used to show more than '*one". 

C. Dow aiediey used? 

L Greetings. 

2. Giving directions. 

3. Letters. 




LEARNING MODULE 



Duty! Voobuhiiv 



Task:. 



Ll lJ«>Pl..n.lWniri.AT 
and Speaking 



lately in Wririny 



Practice: 

1. Directions: Make these words pluiaL 



1. 


tax 


2. 


lady 


3. 


child 


4. 


glass 


5. 


man 


6. 


candy 


7. 


loaf 


8. 


wife 



Notes 

1 . Discuss these rulest and give 
drill and practice in the following 
exan^)les: 

a. ss, X, zz, ch and sh. 

b. T 
c- "y" 

d. toodi- teeth 
child -children 
goose - geese 
woman * women 
man - men 



2. Find 10 plural words in the newspaper. Include 
the sentence it was found in. 



3. Find 10 plural words in the dictionary. 
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LEARNING MODULE 



DutyiJi! 



Tflsk ; LI Use Wural Words Appronriatelv in Writing anri Sp>.«king 



Post-Test 

Directions: Choose the best answer. 

1. Which woid is inconea? 

A. Qteis 

B. Churches 
C Loaves 

D. None of the above 

2. Which wonl is incoiTea? 

A. Buses 

B. Mens 
C Skies 

D. N(Hw of the above 



3. Which word is incorrea? 

A. Teeth 

B. Deer 
C Mice 

D. None of the above 



Notes 



Answers: 

1. A 

2. B 

3. D 
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LEAItNING MdDin.E 



Duty; Vncahiilflrv 



Task: O Use Anpronriate a 



s of Words 



Pre-Test 

Directions: Choose the best answer. 

1 . Which of the following is the correct abbreviation? 

A. ave. 

B. Av. 

C. Ave. 
• D. av 

2. Which of the following is the c o rre ct abbreviation? 

A. Rod. 

B. Id. 

C. Rd 

D. Rad. 

3 . Which of tiie following is the conect abbreviation? 

A. Sep. 

B. sept 

C. se. 

D. Sept 



Notes 
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LEARNING MODULE 



nuty? Vocahuliirv 



Task; L3UseAT 



iate Abbreviarions of Wnitis 



Instruction: 

1. Coiiq>!etethepre-tesL 

2. Participate in a discussion on: 

A. What are abbceviadons? 

B. Why diey are used? 
C How they are used? 

3. Coiiq)lete die practice exercise. 

4. Pass the post-test 



Notes 



RiC 
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LEARNING MODULE 



Dutyi Vocabulary 



Task! LI Use At 



iate Abbreviarions of Words 



Instruction; 



ABBREVIATIONS 



Were you ever in a hurry? Sometimes, you can save time 
by writing wmds shorter. When you write words in A shorter 
fonn you abbreviatt. Abbieviatioiis aie usually followed by 
a peruxt but you will learn some exceptions in the lists of 
variaticMis in this module. 



Group 1 
Months of the Year 



Group 2 
Days of the Week 



January 

February 

Maidi 

April 

May 

June 

July 

August 

September 

October 

November 

December 



Jan. 
Feb. 
Mar. 
Apr. 

t - 

r abbnviation 
Aug. 

Sept. 
Oct 
Nov. 
Dec. 



Sunday 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 



Sun. 

Mon. 

Tues. 

Wed. 

Thurs. 

Fri. 

Sat 



Notes 
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LEARNING MODULE 



Duty: J^&abulao. 



Task: L3 Use Appropriate Abbreviations o: Woids 



Instruction: 



Notes 



Use abbreviations in the followinE sentences for all the 
months of the year and the days cx die week. Write die sen- 
tences, with abbfeviadons, on a sepanue sheet of paper. Some 
sentences will have only one abbreviadon, while odiers will 
have several 

REMEMBER: When an abbreviation conies at the end of a 
telling or commanding sentence, only one 
period is needed. 

1 . George's brother was ban on Thursday, June 20, 1978. 

2. Trees are pretdest in the aummn months of September and 
October* 

3. Father will attend a meeting on Wednesday, June 26d!. 

4. The wettest mondis of die year are December, January, and 
February. 

5. The rains in April help the flowers grow. 

6. The school week is Monday, Tuesday, Wednesday, 
Thursday, and Friday. 
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LEAR?4ING NfODULE 



Duty: J^salBilaDL 



Task; L3UscAl 



iate Al 



IS of Worts 



Instruction: 

7. The smaUest state in die continental United States is 
Rhode Island, and the capital of the largest state is Ausdn, 
Texas. 

8. One of Joe*s favcmte vacation spots is Cancun 
Mexico. 

9. New QrieanSt^uisiana, is known for its great jazz music. 

10. Fn>m Phoenix, Arizona, we drove to the Gnuid Canyon 
which was carved by die CdOTado River over a two billion 
3^ear time period. 

11. Many pec^le like to visit Reno, Nevada, for its 
gambling and stows. 

12. John F. Kennedy, die famous American president, grew 
up in Cape Cod, Massachusetts. 

13. Buena Park, California has two famous fun centers, 
Knots Berry Farm and Disiey land 

14. Minneapolis and St Paul, Minnesota, are known as the 
twm cities. 

15. Holland, Michigan, has a Dutch tulip festival every May. 

16. Chicago, Illinois, is die home of die world's tallest 
buikling. 

17. The capital of New Yoric is not New Yoik City, it is 
Albany, New York. 

18. Plynyudi, Massachusetts, is die landing place of die 
Pilgrims. 



Notes 



UmiMd Sttboi^ DiMrki 



120 



WS0006LY 



LEARNING MODULE 



Duty? Voohularv 



Task ; L3 Use Aoorrmriate Abhreviarions of Words 



Instruction: 



Group 3 
Addresses 



Group 4 
Special Names (Cent.) 



Boulevard > 


Blvd. 


Represcntadve 




Rep. 


Street * 


St 


Governor 




Gov. 


P.oad « 


Rd. 


Doctor 


B 


Dr. 


Avenue > 


Ave. 


Rcvcreod 




Kev, 


Drive > 


Dr. 


Mister 




Mr. 


Coun « 


a 


Madame 


S 


Mrs. 


Place » 


PI. 


Mistress 




MSm Miss 


South » 


S. 


Gbtonel 




GoL 


East « 


E. 


Major 




Mai. 


North 


N. 


Captain 




CapL 


West 


W. 


Ueutenant 




Lt 






Sergeant 


3 


SgL 






Junior 




Jr. 


Group 4 
Special Names 


Senior 




Sr. 






Brothers 




Bros. 


President « 


Pres. 


Gotnpany 




Co. 


Senator . 


Sen. 


Goiporation 




Corp. 



Notes 



ERIC 
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LEARNING MODULE 


Duty? Vocahulflfv 




ifWonls 


Practice: 


Notes 


Use abbreviations from Groups 3 and 4 in the following 
sentences. Write the sentences, widi abbreviations, on a 
separate sneet ot paper. 




1. Doctor Martha J. South moved her office from 
Michigan Avenue to SS West Washington StrecL 




2. Representative Julian Dixon and Senator Alan 
Cranstmi are both ninning for re*electkm. 




3. ueutenantMaijone Long and Colonel Oliver North both 
joined the asuonaut prognua 




4. Henry Jenkins, Jumor, went mto partnership with his father, 
Henry Jenkins, Senior. 




5. Repairs are being made on Pico Boulevaid, P6ck Road, 
Beverly Drive, Columbus Court, and Highland Place. 




6. Governor Jerry Brown had a meeting with the Shell Corporation 
to qiscuss air pouution contxoL 


• 


7. Fatmer John MeatPaddng Ccs^y sells all types of meats to 
local stores. 




8. Sageant Aigo moved to 181 East Rodeo Drive. 




9. Reverend Rodgers is the pastor a[ the new chuich. 


• 


10. Mister and Madame Hernandez live at 121 Nocth Main Street 


• 
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LE/mONQ MODULE 



Duty: J^QObylflDL 



Task? L3 UseAmmmriMeAl 



s of Words 



Instruction: 



Group 5 
Measurements 
(Metric System) 



Group 6 
Measurements 
(English System) 



fmllimiati^r 
CClHimtlBI 

meter 

kdometcr 

mflliliicr 

ctmiliifx 

liier 

centigram 



kilogram 
metric ton 
or ton. 



ram 

cm 

m 

km 

mL 

cL 

L 

kL 

mg 

eg 

g 

kg 



inch 

foot 

feet 

yud 

mik 

pint 

{juart 

gallon 

ounce 

pound 

pounds 

dozen 



ft 
ft 

yd. 

mi. 
PL 

qt 

gal* 
oz. 

lb. 

lbs. 

doz. 



Group 7 
Measurements (time) 

minute * mm. month ■ mo. 
hour ■ hr. mondis ■ mos. 
week ■ wk. year ■ yr. 



Notes 
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LEARFONG MODULE 



Duty; Vocahulirv 



Task; L3UseAi 



iate Abbreviarions of Words 



Instruv lion: 



GroL'p 8 
Common Abbreviations 



Pmnt Teichcr ActnHatinn 




PT A 


Rfiffi^tn^^ Nurse 






Pjnitnl mtgllioiinrifc AoiP»nrv 


M 


VIP 
C.I.A. 


Fedenl Bureau of Investi{puion 


M 


F.B.I. 


Ante Meridian (12:00 midnigiit to 




A.M. 


12:00 noon) 






Post Meiidian (12KX) noon to 12:00 


m 


P.M. 


midnijdtt) 
CishonDeliveiy 




C.OJ). 


Televisioa 


m 


TV 


Extra Sensoiy Perception 




E.S.P. 


District AtKniey 




DA. 


Send Answer Flease (French for 


M 


R.S.V.P. 


Repondez s'il vous plait) 






Tubeiculosis 


m 


T.B. 


Intelligence Quotient 




I.Q. 


Federd Housing Authority 


M 


F.H.A. 


Venereal Disease 


« 


VJ). 


United Nations 


m 


UN. 


Before Christ 


s 


B.C. 


Young Men's Christian Association 


m 


Y.M.C.A. 


Young Women's CSiristian Association 


m 


Y.W.CA. 



Notes 
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LEARNING MODULE 



Duty: J^oatailaDL 



Ta«lc« 1."^ Use At 



iate Abbreviarions of Words 



Practice: 



Use the abbreviations from Groups S, 6. 7, and 8 in the 
following sentences. Write the sentences, with abbreviations, 
on a separate sheet of paper. 

1. It took one month for the package from Mexico to arrive. 

2. Jack grew twelve inches, or one foot, in a year, and he 
gained twenty pounds. 

3. The package weighed one kilogram and was sent to Maria 
caadimideUveiy. 

4. Alice used one pint of lenaonade, one quart of orange 
sheri)et, one gaUon oi ginger ale, and six cans of frozen 
orange juice 10 make tiSis punch. 

5. Bob's favorite tdevision program was about the Federal 
Bureau of InveRigation. 

6. John's shopping list included the following items: one 
kilogram ground beef, one liter milk, and one meter red 
ribbon. 

7. The Chavez ftmily visited die Central Intelligence Agency 
and die United Nadons while on their vacation. 

8. Maria's wrist measures only fifteen centimeters. 

9. When Ae new rode singer came to town for her concert, 
she was given t reception as a very inqrartant person. 

10. The exact distance from Sue's house to the store was 
one mile, one yaid. 



Notes 



ERIC 
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LEAR>fING MODULE 



Duty; Voahulgy 



Tflslc; L3 UseAnomnriateAbbreviiirions«fW»H^ 



Instruction: 



Notes 



Group 9 
Place Names 



United States of America > U.S.A. 

United States » U.S. 

' Mexico » Mex. 
Union of Soviet Socialist Republic 

(Russia) ■» U.S.S.R. 

WestGennany > W. Ger. 



Group 10 
SUte Abbreviations 



Alabinm 


Ala. 


AL 


Alaska 


Alas. 


AK 


Arizona 


Aiiz. 


AZ 


Azkansas 


Azk. 


AR 


Califonua 


Calif. 


CA 


Cokxado 


Colo. 


CO 


Connecdcut 


Conn. 


CT 


Delawaxe 


Del 


DE 


Florida 


FU. 


PL 


Geofgia 


Ga. 


GA 


Hawaii 


none 


HI 


Uaho 


Id«. Ida. 


ID 


Illinois 


m. 


IL 




bd. 


IN 


Iowa 


la. 


lA 


Kansas 


Kan., Kans. 


KS 


Kentucky 


Ky. 


KY 


Louisiana 


La. 


LA 


Maine 


Me. 


ME 


Maryland 


Md. 


MD 


Massachusetts 


Mass. 


MA 


Michigan 


Mich. 


MI 


Minnraota 


Minn. 


MN 


Mi3si>sipin 


Miss. 


MS 


Missoun 


Mo. 


MO 



continued . . . 
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LEARNING MODULE 



Duty; Voeabuligv 



Task : L3 Use Aonmnriate ah 



s of Word s 



Instruction: 



Group 10 
State Abbreviatioas (Cont.) 



Montana 


Mont 


MT 


Nebraska 


Neb., Nebr. 


NE 


Nevada 


Nev. 


NV 


New Hampshire 


N.H. 


NH 


New Jersey 


NJ. 


NJ 






NM 


New York 


N.Y. 


NY 


North Carolina 


N.C. 


NC 


North Dakota 


N.Dak. 


ND 


Ohio 


0. 


OH 


Oklahoon 


Okla. 


OK 


Oregon 


Oreg. 


OR 


Pennsylvania 


Pa., Penn. 


PA 


Rhode Island 


R.I. 


RI 


South Candina 


S.C. 


SC 


South Dakota 


S. Dak. 


SD 


Tennessee 


Tcnn. 


TN 


Texas 


Tex. 


TX 


Utah 


Ut. 


UT 


Vennont 


Vl 


vr 


Virginia 


Va. 


VA 


Washington 


Wash. 


WA 


West Virginia 


W. Va. 


WV 


Wisconsin 


Wis.,. Wise. 


WI 


Wyoming 


Wyo. 


WY 
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LEARNING MODULE 



Dutyt Vocahul«v 



Task; L3UseAt 



ate Abhreviarions of Words 



Practice: 

Copy the following sentences on a separate sheet of paper, 
using abbreviations from Group 9 and the official post office 
abbreviaticms from Group 10. 

1 . Her favorite summer spots are Las Vegas, Neveda and Tijuana, 
Mexico. 

2. I want to take a trip from Seattle, Washington, to Honolulu, 
Hawaii. 

3. Most of the televisi(Hi programs are produced in Hollywood, 
California, and New York, New York. 

4. Palm Springs, Califorma b one of the most popular resorts 
on die Wes* Coast 
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LEARNING MODULE. 



niity; VocabuliiTv 



Task; L3UseAt 



iate Abbreviations of Words 



Instruction: 



1. Holland, Michigan, has a Dutch tulip festival every May. 

2 . Chicago, Blinds, is the home of the worid's tallest 
huHding. 

3 . The cwital of New Yodc is not New York Qty, it is Albany, 
New York. 

4 . Plynxnith, Massachusetts, is die lapding place of the 
PUgrims. 
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LEARNING MODULE 



Duty; Vocabulary 



Task : L3 Use Annremate Ahnr.=vianor 



IS of Words 



Post-Test: 

Directions: Choose the best answer. 

1. Which (tf the fdlowing'is the correa abbreviation? 

A. ave. 

B. Av. 

C. Ave. 

D. av 

2. Which (rf the fdlowing is the conect abbreviation? 

A. Rod 

B. Id. 

C. Rd. 

D. Rad. 

3. Whidi (rf the fdlowing is the conect abbreviation? 

A. Sep. 

B. sept. 

C. se. 

D. Sept 



Notes 
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LEARNING MODULE 



Duty: 



• Vocabulary 



J25|(* L7 Use Appropriate Word Choices in Writing and 
Speajcinc 



Pre-Test 



This is evaluated during the Initial 
inte rvlew. 



Notes 
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liKAKnmv MODULE 


Dutv: Vocabularv 




Task: U_lJse ADDrooriate Word Choices in WritinB 


andSoeakinB 


Instruction: 


Notes 


Task: Use appropriate word choices in writing and 
speaking. 


Role play is invaluable 
in this area. 


1. Complete pre-tesL 

2. Discuss A, B, C. 




To know and use the qjpropnate words when 
writing and speaking. 




To communicate efifectiveiy when writing and 
speaking. 




How are they used? 




1. Greeting customers. 

2. Taking, processing and convicting an order. 

3. Ringing up sales. 

4. C3wckingoutatendof shift 


• 
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LEARNINO MODULE 



Duty: Vocabulary 



Ta^k? L7 Anrnn^nte Wottl Choices in Wririny 
andSpealriny 



Practice: 



1. Thecupsofco£fec, 

2. The ^ 



IS, are, isn t 
of coffee are fiilL 



fuU. 



cup, cups 
3. The signal lights on Main Street. 



green. 



4. The signal 



lights, light 



IS, are 

on Main Street are green. 



5. The trays. 



haven't, hasn't, hadn't 
dishwasher. 



been put into the 



6. The. 



tray, trays 



, haven't been put into the dishwasher. 



Notes 

Additional work can be found 
in RVIA (Reading Vocabulary 
in Action), Lessons S, 6, 7. 
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LEARNING MODULE 


Vwv«oui«ry 

T lr#^^ Appropriate Word Choices in Writing and 


Speaking 




Post Test 


Notes 


This evaulation is done during the entire 
course. 
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LEARNING MODULE 



Duty; Vncahukrv 



Tflgic? LIQ UseAr 



iate Tgchnigal Terms and Vocabuliirv 



Pre-Test 

Diiectioiis: Choose the best answer. 
1. What is a commissary? 

A. The place you get infoinudon concerning your 
coDQniission« 

B. The plaM you cash your check. 

C The warehouse when supplies are stored 



2. What does '*phase-in** mean? 

A. To being in slowly. 

B. Push ia rapidly. 

C. To remove coaq)letely. 

D. None of the above. 



3. Whatis'^commencing**? 

A. Stop here. 

B. Notimpmant 

C. Starting* 

D. Better later than never. 



ERIC 



Notes 



Answers: 

1. C 

2. A 

3. C 
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LEARNING MODULE 



Duty: J^flcabulao. 



Tiisk! LIO Use 



ate Technical Teims and Vocabulary 



Instruction: 



Task: Use appropriate technical tenm and vocabulary. 



1. Conqplete pre*tesL 

2. Discuss At Bt C. 



A. What ait tedmical terms and vocabulary? 

Tliese ait ^)ecific words related to a job 
or trade. 



B. They ait used to assist eiiq)loyees in understanding 
materials, ttxris, equipment aiul the work aita. 



C . How ait they used? 

1. Diitctioos 

2. Forms, charts 

3. Lettenandmeoios 

4. Oral and written communication 



Notes 
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LEAR^UNG MODULE 
Dutr: Vocah/til«v 

Task: LIO Use ADDTDDriate Technical Terms and Vncahularv 







Define the following words: 


1 . Use dictionary for itfcrence. 


1. bever&ge 


2 . If student can write definition 

UUS 15 DCuCT. 


2. cunency 




3. commencing 




4. condiments 




5. commissary 




6. hostess 




7. phase-in 




8. rotation 




9. shift 




10. Iloiedex 




11. sanitation 




12. vouchers 
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LEARNING MODUtE 



Duty: JfflSBtaiiao. 



Task : lio Um at 



iate Technical Terms and Vocahularv 



Post-Test 

Diicctions: Choose the best answer. 
1. What is a commissary? 

A. The place you get infoimation concerning your 
commission. 

B. The plac« you cash your check, 

C The warehouse whexe supplies are stored. 



2. What does phase-in" mean? 

A. To bring in slowly. 

B. Push in rapidly. 

C To remove completely. 
D. None (tf the above. 



3. What is "commencing"? 

A. Stop here. 

B. Notimpmant 
C Starting. 

D. Better later than never. 



Notes 



Answers: 

1. C 

2. A 

3. C 
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LEARNING MODULE 



Tagk; Lll Use Conect Agreement of Nnuns. Verbs. Pronouns. 

Adjectives and Adveffas 



Prc-Tcst 

Directions: Qioose die best answer. 
1 • Gonplete the sentence ccnectly. 



Tom. 



A. am running 

B. ran 

C. not runs 

D. running shoes 



Notes 



Answers: 

1. B 

2. B 

3. A 



2' Coaq)lete the sentence conectly. 



Yesterday we 



A. have visitors 

B. had visitors 
C has visitors 
D. having visitors 



3. Gonplete die sentence conectly. 



I 



A. sawthelij{ht 

B. seen die light 
C sees die li^t 
D. seeing die light 
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LEARNING MODULE 



Duty:^ 



Task: Lll Use Correct An 



It of Nouns. Verbs, Pronouns. 



Adjectives and Adverbs 



Instruction: 



Task: Use correct agreement of nouns, verbs, pronouns, 
adjectives and adverbs. 

1. Complete pre-tesL 

2. Discuss A, C. 



A. Contct agreement of nouns means: 

L Using correct verbs with the subjects. 

2. Replacing the noun with the correct pronoun. 

3. Usmg the cmtct adjective to describe the noun 
or pronoun. 

4. Using die correct adverb to describe a verb, 
idjective or anodier adverb. 

B. Correct usage of the above helps to moie clearly 
communica.te onl and written materials. 

C. How are they used? 

1. Filling out applicadons. 

2. Writing letters. 

3. Writing memos. 

4. Answering questions. 
5 Greetings. 

6. Giving directions. 



Notes 



Interview (oral). 
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Duty! Gramimr 



Tnclf ; \A 1 Correct Apeement of Nnnn^ Vftrh^ Pronouns. 
Ac^fecrives and Adverbs 



Practice: 



Provide drill and practice in writing coma sem^nces. 

1 . Write 3 sentences which contain a subject and verb. 

2/ Replace each subjea with a pronoun. This makes 3 
new sentences. 

3. Rewrite the fdlowing sentences by adding 3 descriptive 
words to each sentence. 

A. The firefighter drove home. 

P. The game ended 



Notes 



1. Give drill and practice on 
subjects. 

2. Give detail and practice on 
verbs. 

3. Give drill and practice on 
descriptive words. 

4. RIVA and Wisconsin 
materials axe veiy helpful. 

5. Moit than a definition is 
necessary. 
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Duty: Jii 



Task: Ll l Use :!Qrrect Agreement of Nouns. Verbs. Pronouns. 

Adiecrives and Adverbs 



Post-Test 

Directions: Chocse the best answer. 
^ * Coo^lete the sentence correctly. 



Tom. 



A. am running 

B. ran 

C not runs 

D. running shoes 



2- Complete the sentence correctly. 



Yesteixlay we . 



A. have visitors 

B. had visitors 

C. has visitors 

D. having visitOTS 



3. Complete the sentence conecUy. 



A. saw the light 

B. seen the light 
C sees the li^t 
D. seeing the light 



Notes 



Answers: 

1. B 

2. B 

3. A 
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Duty : .fiEamiDBC 

Task : L12 Use Correct Person. Gender. Number. Case and Tense 



Pre-Test Notes 

Directions: Complete the sentence conrectly. Answers: 

1. B 

1. Here the house keys. ^- ^ 

3. A 

A. is 

B. are 

C. be 

D. was 



2. Here the soft dnnks» and there the 

potato chips. 



A. are, be 

B. is, are 

C. are, are 

D. be, be 



3.WiJlyou. 



.outi-or will you. 



home? 



A. go, stay 

B. goes, stays 

C. go, staying 

D. going, stay 
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Dutv: GramiMr 




Tfl^ck I L12 Use Correct Person. Gender. Number. Case and Tense 






Instruction: 


Notes 


Task: Use correct person, gender, number, case and tense. 


Interview (Oral) 


1. Conq)lete prt-test 

2. Discuss A, B,C. 




A. Conect person identifies the person speaking, person 
spoken tt) and the person or thing spoken of. 




Gendey identifies nouns or pronouns according to 
difference in sex« 




Number relates to veib agreement with its subject; both 
woids are singular both plural. 




£asfi is used to show die relationship a noun or 
pronoun has to odier woids in the sentence. 




B. IsDSC shows a verb change in forai to reflect dme of 
action or state of being. 




C. The correct usage of the above is used in ail forms of 
oral and written communication. 




How are they used? 




1. Applications. 

2. Letters. 

3. Greetings. 

4. Directions. 
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] 



nofy? GramiMT 



Tflfilf ? LI 2 Use Correct Person, nender. Number. Case and Tense 



Practice: 

Directions: Complete the following sentences. 



1. I 



a. saw the light 

b. seen the light 

c. sees the U^t 
(L seeing the light 



2. Youh&ve. 



a. taken my mraey 

b. took my money 

c. take my money 
<L takes my money 

3. My son ate die 



a. everyone 

b. frying 

c. apple 
(L lost 

4. Today our lighting system. 

a. is very good 

b. am very good 

c. were very good 

d. are very good 

5. The rain 



a. 

b. 
c. 
d 



has fallen 
have fallen 
having fallen 
haves fallen 



6. We. 



a. swimeveryday 

b. swims evory day 

c. swimming every day 
d swimmed every day 



Notes 

RVIA znd Clovis Writing 
contain additional work 
in this area* 
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Dutyi Grammar 




Task: L12 Use Correct Person. Gender. Number. Case and Tense 






Post-Test 


Notes 


Directions: Complete the sentence with the ccxrect word. 




1. Here the house kevs. 




A. IS 

B. are 

C. be 

D. was 




2. Here the soft drinks, and there the 
potato chips. 


• 


A. are, be 
B* is, are 
C are, are 
D. be, be 




3. Will YOU ouL or will you home? 




A. go, stay 
B ffoes ^tftv^ 
C go, staying 
D. going, stay 


• 
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Dutvi Comorehension 




Task: LI 3 Read. Understand, and Find Information or Gather Daia^Emm 


Books. Manuals. Directories or Other Document's 




Pre-Test 


Notes 


Directions: Read and study this display. 




AMMONIA 




Tfw Mll-vound hou$9hokl dtwwr. Us9 in th» kltGh0n, bathnom, utility 
room, wtywhft in th» heu$». Um tor both Bght and ho»vy^tMyd—ning 
jobs. 




FbOft Show«rt 
Painttd Woodwork FixturM 
Linoleum ToiM Bowls 
Tllo Vtn«ti«n Blinds 

Ovtn Car Washing 
StovsTop GaibaoaCans 








TOUQH JOBS: Usa Ammonia fuU strangth for fipstick. tar, 
scuff marks, graasa staina. Do not usa to 
daan aluminum pana. 


• 


CAUTION: KEEP OUT OF THE REACH OF CHILDREN. 




EXTERNAL FnST AD: Skin: Fkiah wilh wilan than wash wMh vinagar. 

Eyaa: Fkish with walar and gat madical attantion. 




INTERNAL RRST AID: Adminiaiar wslar, vinagar, dirua juioa. or mik 
immadialaly. Do not Induca smiting. Calla 
physinMtfi immadiataly. 


• 


00 NOT MK WTTH CHLORINE-TYPE BLEACH OR OTHER 
HOUSEHOLD CHEMICALS 
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Duty: Comprehe nsion 



Tflgk > I.n Read. Understand, and Find Infomiarion or nather ;:)ata From 
Books. Manuals. Directories or Other DocumenK 



Pre-Test 

Directions: Use Ae display to answer the questions. 

1 . Which of the following should not be cleaned 
with ammonia? 

A. Stove top 

B. Refiigerator 

C. Staintess steel appliances 

D. Aluminum pans 



Notes 



Answers: 

1. D 

2. A 

3. A 



2. When cleaning with umnonia, what should 
you do to be safe? 

A. Wear robber sloves and open the windows. 

B. Clean the surnce first with warm water. 

C. Combine Ae ammonia with vinegar before 
cleaning any surface. 

D. Apply maiiinionia and tet it sit for IS minutes 
befoit removing. 



3. What should you do if someone swallows amnoonia? 

A Give die penoQ fluids to drink; then call the doctor. 

B. Induce vomiting. 

C. Carefully watch the person to see if he becomes ill. 

D. Nothing - since anomonia is not harmful if 
swallowed. 
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Duty I Compiehensioii 




Tnclr. LH Read. Understand, and Find Infonnaiion or Gather Data From 


B WkS- Manuals. Directories or OthetDocumems 


Instruction: 


Notes 


Task: Read, understand, ami find infonnadon or gather data 
from books, manuals, directories or other documents. 




1. Complete pre-test 

2. Discuss A. B.C 




A. To locate information is to fine, read and understand 
specific infoimation upon request 




B. These sources are used in the workplace to assist 
eiiq)k>yees in perfdnning assigned tasks more 
effectively. 




C. How are they used? 




1. Operating machines. 

1 Respondmg to emergencies. 

3. Following directions. 

4. Filling out foims. 

5. Responding to a phone request 


• 

« 
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J . L13 Read. Understand, and Find Information or Gather Data From 
Books, Manuals, Directories or Odwr Documents 



Practice: 



Use the phone book to practice. 



Notes 
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Task : LH Read. Understand, and Find Infomarion or Gather Data From 
Books. Manuals. Directories rtr Other Documents 



Post-Test 

Directions: Read and study this display. 



AMMONIA 

Th0 tM-anund houatheU dMum. U$0 in th* kUtimf, bathroom, utmty 
room, anywhan in lha houaa. Uaa for both HgM and haavy-dutydaaning 
jota. ' 



Ftoon 

rWiiSQ WOOGWOrK 

Unotoum 
Tilt 

StovtTop 



Tubs 

MMlRxturtt 

V«ff>:iti«n Blinds 

Car Wishing 
QsftomsCins 



Notes 



Ites 1/2eup9oMgalonotmmwti§r. 



TCXIQH JOBS: Uss Ammonia ful strangth tor tipstidi. tar, 

souflmafka,graasaslaina. Donotusato 
daan aluminum pana. 

CAU7K3N: 1^ OUT OF TrC REACH OF CHiLOREN. 



EXTERNAL FRST AO: SWn: Fbah wihwatar; than waah with vinagir. 

Eyaa: FluahwHh waiarandgatmadicaiaitantion. 



INTERNAL FRST AO: Admlnislarwaiar, vinagar,eltniSiuica,ormik 
ImmadMaiy. Do not induoa vomiting. CaHa 
physician immadiataly. 



DO NOT lyllX WTTH CHLOPME-TYPE BLEACH OR OTHER 
HOUSEHOLD CHEMICALS 
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Tft^k ! L13 Read. Understand, and Find Inforniation or Gather Data From 
Bonier- Manuals, Directnries or Other Doctiinents 



Post-Test 

Directions: Choose the best answer. 

1. Which of the following should not be cleaned 
with anmx)nia? 

A. Stove top 

B. Refiifferatcr 

C. Stainless steel appliances 

D. Aluminum pans 



2 . When cleaning with anmxmia, what should you 
do to be safe? 

A. Wear rubber doves and open the windows. 

B. Qean the surface first "vim warm water. 

C. Combine the amnxxua viith vinegar before 
cleaning any surface. 

D. Anly die ammoma and let it sit for 15 minutes 
before removing. 



3. What should you do if somec..^ swallows ammonia? 

A. Give die person fhiids to drink; then call the doctor. 

B. Induce vomiting. 

C. Carefully watch the person to see if he becomes ill. 

D. Nothing -since ammonia is not harmful if 
swallowed. 



Notes 



Answen: 

1. D 

2. A 

3. A 
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Duty:^ 



sion 



Task i LI 5 Draw Conclusion From Written Material 



Pre-Test 

Directions: Read and study these medical display labels. 



Display #1 



Display #2 



Display #3 



DIRECTIONS 

Adults 2 tabiespoonfuls 

Children: aooording to aae:_ . 
lOtoUyeare - -* »«8P0onful8 
6k>l0y»are - 2 ttaspoonluis 
3to6y6ait - 1 ttaapoonlul 
Repeat abov- dosage every 1/2 to l 
hour if needed untH 8 doses are taKen. 

SHAKE WELL BEFORE USING 



For external use: Apply with cotton three 
or four times daily. Do not use more than 
1/2 the oomms of this bottle In any 24- 
hourperiod. In ease of deep or puncture 
wounds, serious bums, or pereisting symp- 
toms, consult physician. 
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Duty: J2 



Task! L15 Draw Conclusions From Written Material 



Pre-Test 

Directions: Use the display to answer the questions. 

1 . What should you do before using Medicine #1 ? 

A. Heat the medicine. 

B. Shake die medicine. 
C Smell the medicine. 
D. CMl the medicine. 



2. Medicine #2 says Tor External Use." What does 
this mean? 

A. Use the medicine on the outside of die body only. 

B. Drink the medicine. 

C. Use only as directed 

D. Use die medicine outdoOTS. 



Notes 



Answers: 

1. B 

2. A 

3. C 



3. Youhaveacuton^urdiumb. Youwanttouse 
somediing to keep tt clean and covered Whichof 
die following should you kx>k for on die label? 



A. For internal use only. 

B. Shate well before using. 

C. Sterile banda^. 

D. Consult physician. 
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Duty: CQmntehension 



Task: lis Draw Conclusion s From Writte n Material 



Instruction: 



Task: Draw conclusions from written ooateriaL 

L Om^lete pre-tesL 
2. Discuss A, B,C 

A. Read written material consider facts, personal 
experiences and knowledge in selecting relevant facts 
to read! an a|>propriatB conclusion* 

B. Drawing conclusions are skills used in making sound 
and accurate choices. 

C. How are they used? 

1. Emergencies. 

2. Following directions. 



Notes 
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Duty:^ 



SSL 



Task : L15 Piaw Conclusions From written Material 



Practice: 



The questions found below are based on the following 
letter ^conq;)lainL 

Display «4 



You can take the enclosed bill 
and stick it in your ear! I do not owe 
$53.06, as the enclosed bill claims. I 
owe you $23.06, because I already paid 
you $30.00 for the electric toaster back 
in March. 

I am enclosing a check for $23.06, 
which means the bill is paid in full. 
KindW |et your dun and get your 
recQcds m oider. 



1. What is wrong with the letter in display #4? 

a. The tcme is unreasonable. 

b. The grammar is incorrect 

c. The sentences should be combined into one paragraph. 

d. There are several spelling errors. 

2. What should be added to the letter? 

a. the product waning for the toaster 

b. proof that die $30.00 was paid 

c. the bill for $23.06 

d. all of die above 



Notes 



Answers: 

1. A 

2. B 
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Duty:_fl 



Task : Ll 5 Draw rnncliirinn^ Fmm Written Material 



Practice: 



The questions found below are based on the following 
letter of request 

Display #S 



1. Please send me another box of 
your fine product 2. I have enclosed 
a wapoa tor one fiee box fixm my 
last purchase. 3. I have not enclosed 
any money because it is free. 



. 1. What is wrong with the letter in display #3? 

a. The tone of sentence #1 is unreasonable. 

b. The grammar in sentence is incorrect 

c. Sentence #3 is unnecessaiy. 

d. The sentences should be divided into 2 paragraphs. 

2. What should be added to the letter? 

a. the writer's age 

b. the writer's occupation 

c. the price of the product 

d. the name of the product 



Notes 



Answers: 

1. C 

2. D 
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Duty:^ 



Task : L15 Draw Conclusion From Written Material 



Post-Test 

Directions: Read and study these medical display labels. 



Notes 



DIRECTIONS 

Adults 2 tat)lespoonfuls 

CNUran: acoonJing to age: 
I0l0l4y«ar8 * < WMPoortuls 
Display #1 e to 10 ysars * ^ teaspoonfuls 
3to6yMn ■ ^ t«MPO<M<ul 
Repeat above dosage every 1/2 to 1 
hour if needed until 8 doses are taKen. 

SHAKE WELL BEFORE USING 



For external use: Apply wittt cotton three 
or fbur timet daHy. Do not use more than 
Display #2 i/2 the contents of this bottle in any 24- 
hourperlod. Incase of deep or puncture 
wounds, serious bums, or persisting symp- 
toms, consul physician. 



Display #3 
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1 LEARNING MODULE 


1 Duty* Comorehension 




1 Task i L15 Draw Conclusions Fmm Written Material 


1 Post-Test 


Notes 


1 Directions: Answer these questions from the three medical 
1 label displays 

1 1 • wnai snoiUQ you oo oeioic using mcqicuic #1 ; 




[: A. Heat the medicine. 
1 B. Shake the medicine. 
1 C Smell the medicine. 
1 D. Chill the medicine. 


« 


1 2. Medicine #2 says Tor External Use.** What does 
1 thismean? 




1 A. Use the medicine on the outside of the body only. 

1 B. Drink tfie medicine. 

1 C. Use (xily as directed 

1 D. Use the medicine outdoors. 




1 3. You have a cut on ^our thumb. Youwanttouse 
1 SOTiedung to keq)tt clean and covered. Whichof 
1 the foUo wing shouki you look for on the label? 


• 


I A. For internal use only. 
1 B. Shake well befoft using. 
1 C Sterile banda|^. 
1 D. Consult physician. 





RiC 



WS00O4LY 



LEARNING MODULE 



Duty:^ 



Task : L17 Read and Understand Business Forms and Letters 



Pre-Tcst 

Directions: Read and study these displays. 
Display #1 



FULL (»4E-YEAR1¥ARRANTY 



Notes 



Ccnwiy wiU repair or itplace your ^ipUance fite of eta 
moodis firom the due of porchase if the appUanoe is defective in worlc< 
mansh^ or materials. To otain the fidl benefit of this warnuity and to 
avoid any pottibie dispute as to the expiration of the twelve-month 
period, yocaiereiqtwitBd ID coniplcis Mid wttini the wacMty legists 
tioncvd to Conway. Frilaeio do so will not affect your rights under 
this wananty provided you can reasonably substMiate the 
date by means of a sales slip or other such proof. 

To obtam service under this wananty, ream die defective product to the 
service cenier ntmst you. 

Hiis wananty gives you specific legal rights, and you may also have 
other rightt which vaiy fiom stale to state. 

Display #2 



SERVICE REQITP^T FORM A 



If your Conway appliance should require service at any time 
during the wananty period, please oompte and lieoim to 
widi die defective unit and sales slqi. 



Nma 


Model No. 


Addrau 


City Sttta 


Zip 


Serial Numben 


Pufchase Dau 



f\m» put in Phone No. 
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Duty: CftmprehensiQn 

Task ! L17 Read and Understand Business Forms and Letters 



Pre-Test 

Directions: Use displays #1 and #2 to answer these questions. 

1 . You find your hair dryer is not woildng properly one 
tnonth after you buy it You have the sales slip. How 
muchdoyoupay to get it repaired at the nearest service 
center? 



A. You pay a small amount of money. 

B. You pay a large amount <rf money. 
C You do not pay any money. 

D. You find out the amount you pay later. 



Notes 

Encourage students to read and 
smdy displays before attempting 
to answer questions. 

Aiiswers: 

1. C 

2. C 

3. B 



2. How long i^ the wanantyfOT this hair dryer? 

A Sixnxmdis 
B. Nineooonths 
C Twelvemonths 
D. Ei^teen months 



3. What are you asked to do with the warranty registrabon 
card? 



A Send die card to the Better Business Bureau. 

B. Hll out the card and send it back to the conq)any. 

C. The company doesn't want you to send the card 
back. 

D. Fill out the card and keep it at home. 
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Duty: ComDrehension 

Tusk: L17 Read and Understund Business Forms and Letters 


Instruction: 

Task: Read and understand business fonns and letters. 

2. Discuss A, B, C. 

A. Business fonm and letters ait foraial and informal 
messages written by a company or person. 

B. They aitusedasameansof conmunication. 

1. To get information. 

2. To give infomatkxi. 

C. How ait diey used? 

1. Making cooylaints. 
Z Apply for an an>lication. 

3. Give and follow directions. 

4. Buy an item or product 


Notes 

Intake (form) 
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Duty:^ 



Task : L17 Read and Understand Business Forms and Letters 



Practice: 



1. Write a business letter to explain that you wish to cancel 
your membership. 

LA. City Cable Company 
1515 Sunset Blvd. 
Los Angeles, CA 90054 



Notes 



1 . Discuss parts of a letter. 

2. Discuss how a friendly letter 
is different from business. 
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Duty:^ 



Tflieic? L17 ReadMidlTnrii 



Business Forms and Letters 



Post-Test 

Directions: Read and study these di^lays. 
Display #1 



FULL ONE- YEAR WARRANTY 

Coniiwy wiD repair or replace your 4)piiance 
months from the dale of purdiaie if the appiinoe is defective m woric- 
maAsh4>ornuiBrials. To obtain the fuU benefit of this warnnty and lo 
avoid any poiribfe diipott as 10 the eacpinakm of the twelve 
peiiodt you an ret|DeMd 10 conipleie and Mnn the waranQf legiatRir 
tioncaRl ID Conway. Failanio do so will not affect your-rights under 
litis warnnty provided jfou can leaaonaUy nbaianiiaie tiie ptuchnse 
by means of a sales slip or other such proof. 



To obtain service ondar das wananty, renn the defotive prod^ 
service cenier nearest you. 

litis warranty fives you qiwdfic tegal rights, and you inay also have 
other rights which vary from stale to state. 



Display #2 



SERVICE REQUEST FORM A 



Notes 



If your Conway appliance should require.service St any time 
during die wananty period, pleaae complele sn^ 
widi die defective onb and sales slip. 



Nan. 


ModdNo. 


Addnn 


Ciqr Stat. 


Zip 


S«itlNunb.n 


PorehaMDatt 



PlMMputmPhaMNo. 
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DutvtJZomurehension 




Task : lit Read and Unrier^tanH Business Forms and Letters 




Post-Test 


Notes 


Directions: Use diq>Uys #1 and #2 to answer these questions. 


Answers: 


1. '^ou find your hair dryer is not woridng properly one 
month after you buy it You have the sales slip. How 
muchdoyoupay to get it rq>aired at die nearest service 
ceniBi? 

• 


1. u 

2. C 

3. B 


A. YoupayasmaUamouutofnxxiey. 

B. You pay a large amount <tf money. • 
C YoudonotpayanymocAy. 

D. You find out the amount you pay later. 




2. How long is die warranty for this hair dryer? 




A. Six months 

B. hOnemondis 
C Twelve months 
D. Eighteen months 




3. What are you asked to do widi die warranty registration 
caid? 


• 


A. Send die card to die Better Business Bureau. 

B. Fill out die card and send it back to die company. 
C The oooapiny doesn't want you to send die caid 

back. 

u. rui out tne caia ana iceq) It at home. 

ti 


• 

II 
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Duty: Comprehension 



Task: LIR Rea d and Understand Granhs. Charts and Tables to Obtain 

Eactualli 



Pre-Test 

Directions: Refer to the time sheet to answer the next questions. 



TIME SHEET 



H ANLW.Ktey 



Mach9 
Pay Period Endini 



• • 


IN 


OUT 


IN 


our 


Total 
Daily 

Ham 


Mondiy 


9K)0ijB. 




4KX>pjiL 


SHWpja. 




Tuiid^ 


10:00 UL 


2M pan. 








Wcdntd^ 




3.*00p4IL 








Hunday 


tO*JOlJIL 


pjn. 










9:00 ija. 


12.*00p X 


$:00pjlL 


S:00 pjo. 




Sunday 


9:00 ija. 


1*00 p.m. 








Sunday 













1 . How many houn did Mary voik on Tuesday? 

A. 4 hours 

B. 5 hours 
* C. 6 hours 

D. 7 hours 



2. How numy hours did Mary woik on Monday? 

A. 4 houn 

B. 7 hours 

C. 8 houn 

D. 9 hours 

3. How many days per week does Mary woric? 

• A. 7 days 
B. 5 days 
C 3 days 
D. 6 days 



Notes 



Answers: 

1. A 

2. B 

3. D 
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LEARNING MODULE 



Duty:. 



Task: L27 Recall Details firom Written and Verbal Information 



Practice: 

A custraner onlers three slices of extra thick pizza 
with mushrooms, black and green olives, pepperoni, 
sausage and onions only on two slices. The third 
slice was regular cnist with cheese, anchovies and 
pineapple. The order should include two large sodas, 
no ice. The sodas should be mixed half Coke and 
half diet Pepsi. 



1. How much pizza was (»dered?. 



2. What was on die single slice of pizza?. 



3. Were die cdier two pieces exactly die same?, 
If yes, tell how. 



If no, tell die difference. . 



4. How many sodas were ordered?. 

5. Were diey die same? 



Notes 
Read diis aloud. 
OR 

Role play, Uien ask questions. 
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LEARNING MODtTLE 


Dutvi Gomnreiiension 




Task ; L27 Recall Details from Written and Verhal Tnfenniirion 






Post-Test 


Notes 


Directions: The night crew left the following note for the morning 
crew. Read the note and answer the questions that 
follow. 




Turn the SQiill bottom oven on for die cook at 5:35 a.nt The 




short order grill wasn't cleaned last night because the main water 




linebfoke. The main dining floor needs cleaning. Order 18 




packages vtf haniburger bunSt and 20 packages of hotdog buns 




from the cocmussaiy. 




1 . Turn on what? 




2. At what time? 




3 . Whv wasn't the pill cleaned? 




4. Whatarillwasit? 




S . The srill and what need& cleanin^? 




6. How many packages of buns an needed? 




7. Older them from where? 




8 . Who left diese instructions? 


• 
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LEARNING MODULE 



Duty: Cemaniiamon 



Tflgk ; Predict Outcomes Based on Written and Vertml rw.taik 



I OCMTWCATION 



Pre-Test 



VlllOOIlT 



I MflflOTMl 
1 OP 



r 22* 

^uONUftMMr 
4 



7 



WIC 



IM » IM 



$7 3feH 



0 IS \| -M '3«» 



ricoosMQtMNiTnn 



/ 

cusiSMtm 



•eiUHMiPMief 0* 



Notes 



Answers: 

1. B 

2. C 

3. C 



Directions: Use the above voucher to answer these questions. 

1. What will happen if tiiis voucher is used at the 
Boy's Market? 

A. Itcanbeused 

B. It can't be used. 

C It may be used at any maricet 



2. What will happen if you want to buy Swiss cheese 
with this voucher? 

A. Yes, you can. 

B. You haive to buy 10 lbs. 

C No, yoa can not buy Swiss chee»c. 



3. What will happen if you decide to cash this voucher 
on Febiiiazy 27, 1989? 

A. The voucher is still valid. 

B. There IS no expiration date. 
C It wiU have expired. 
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LEARNING MODULE 



Duty: Compiehe nsion 



Task : L28 Predict (Xitcomes Based on Written and Verbal Details 



Instruction: 



Notes 



Task: Predict outcomes based (m written and verbal details. 

1. Coaq)lete pre-tesL 

2. Discuss A, B, C 

A. To guess what will happen next based on the way 
events hapipeaed before. 

B. This will increase one's understanding of what is 
likely to happea. 

C. How is it used? 

1. Taking orders. 
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LEARNING MODULE 



Dutv: Coimmhenstan 

Task! 1^8 Ptedia Outcomes Based on Written and Verbal Detaih 


Practice: 

1 . Linda airives at w<nk Monday wearing two gold rings on 
her left hand She forgot to mnove her favorite loop 
earrings. Her unifoim shrank in the dryer last night It's 
now ahove her kMes. 

What will happen to Unda if she is seen by her supervisor? 

2. Joe had a terrible day off yesterday. Today, he doesn't 
feel like being friendly:or courteous. The nobdier widi die 
two small baues can just help herself. Aiid the person 
next to Urn had better watch out 

What will happen to Joe before die day is over? 

3. Xavier came to wcffkm die hoe shift prepared to go to a 
costume party . He was wearing a coat of make-up. He 
had a nice new green punk rock hair cut He was wearing 

a pair of Reebok tennis shoes diat would niatch his complete 
party outfit 

What will hq>pen if a supervisor sees him? 


Notes 
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LEARNING MODULE 



Dutyr 



Task : L?« Predict Outcomes Based on Written and Verhal Details 



Post-Test 



HAMtOf, 



91 Ul 



\» 



WIC 



StKnaPCAUPOMM 



0 1)\ I2t1 1M 



MCMC PQQOSMOUANimiS 



cusiOMtm 

DOMnM 



tCTUM.tHtl^MaetO' 

tutwjnao «aoos 



Directioas: Use the above voucher to answer these questions. 

1. WhatwUlhappenifdsis voucher is used at the 
Boy's Market? 

A. It can be used 

B. It can't be used. 

C Itmaybeusedatany maifcet 



2. What will hqmen if you want to buy Swiss cheese 
with this voucher? 

A. Yes,yoacan. 

B. You have so buy 10 lbs. 

C No, yoa can not buy Swiss cheese. 



3. What will hqmenifyou decide to cash this voucher 
on February 27, 1989? 

A. The voudier is still valid. 

B. There is no expiration date. 
C It will have expired. 



Notes 



Answers: 

1. B 

2. C 

3. C 
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LEARNING MODULE 



Duty:_& 



Task I L2Q Idenrifv Cause and Effect Relarionshin 



Pre-Test 

Patty amved at work feeling very sadttiitd and upset She had 
been up most of die night taking caitirf her sick child Notonly 
was the child sick, but her hustend had just bst his job, and the 
rent was due the next day. In spile of this Patty went to work 
because she was warned about nernuuiy absences. 



l\ What effect could Patty's mood have on her ability to 
relate widi odiers at work? 

Ak. She will be promoted. 

B. She will be pleasant 

C Qistomers will find her short tempered 

D. None of the above. 



Notes 



Answers: 

1. C 

2. D 

3. B 



2. Why did Patty go to work? 

A. Rent is due. 
b. Her husband lost his job. 
C She had been warned before. 
D. All of the above. 



3. You would expect Patty's job performance that day 
tohavebeen: 

A. outstanding. 

B. poor. 

C the same as before. 
D. none of die above. 
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WSOOOl LY 



Duty: rftmmehensiofi 



Tafik; U9 Tdentifv Cause and Effect Relationship 



Instruction: 



Task: Identify cause and efifectftlationship. 

1. Compiete pre-test 

2. DiscussA, B, C 

'A- Cause and effect relationship means sometiu^ 
or causes something else to happen* 

B. To figure out why sooaething happened or why 
something works or doesn't work. 

C. It is used in die following situations: 

L Following directions. 

2. FoUowing safety procedures. 

3. Supplying and stocking tiiewofkplace. 

4. Giteting customen. 

5. Cleaning procedures. 



Notes 



Que words or signals: 

1. because 

2. since 

3. consequenUy 

4. therefore 

5. thus 

6. brought about 

7. so that 

8. fortius reason 

9. as a result 
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LEARNING MODULE 



DutV! CMnnrehension 

Task! 129 Idcntifv Cause and Effect Relationshio 


Practice: 

Diitctioas: Ciicle the clue voids that point to a cause-effect 
relationship. 

1 . Throughout the 1970's hundreds of people have died as a 
result of AIDS. 

2. Since no one knew for certain what caused the disease, there * 
was little that could be done to fi^t it other than hoping and 
prayi-*g. 

3 . Crasequently , ouuiy beliefs have spread as to the possible 
causes and cure. 

4. AIDS* as we now know, is spread by casual sexual contact 
and blood infected with the virus. Tlierefcxt, the lack of 
adequate knowledge is an important factor in the spreading 
of the disease. 


Notes 

• 

• 
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LEARNIMTG MODULE 




Duty: SsmahBDSism 




Task : L29 Tdentifv Cause and Effect Relationship 






Post-Test 


Notes 


Patty urived at work feeling very sad, tired and upset Shehad 
been up most of die night taking care (rf her sick child. Notonly 
was the child sick, but her husband had just lost his job, and the 
rent was due tlw next day. Inspiteofdiis Patty went to work 
because she was waned about her many absences. 


Answers: 

1. C 

2. D 


1 . What effea could Patty's mood have on her ability to 
relate with odien at woik? 


3. B 


A. She will be promoted. 

B. She will be pleasant 

C Customers will iind her shOTt tempered. 
D. None of die above. 




2. Why did go to work? 




A. Rent is due. 

B. Htor husband lost his job. 

C. She had been warned before. 

D. All of the above. 




3. You woukle]q>ect Patty's job performance Uiat day 
to have been: 




A. outstanding. 

B. poor. 

-C die same as before. 
D. MMie of die above. 


• 

1 
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LEARNING MODULE 



Duty:_C! 



Task : L30 Draw Inference from Written and Verfaal L 



Pre-Test 



Notes 



Directions: Read the f(^owing stiny and then select the best 
answer for each question. 



Answers: 
1. C 



2. B 



3. B 



Two people arrived at work late yesterday after a three-hour 
delay on the tnis. Kim J(mes and her cousin Rob Newton were 
finally given a liile to woricl^Qeorae Jones. Theyhadbeen 
watting for the bus since 2:30 p m. Botii employees had previous 
tardyrecoids. Kim Jones was fired, and Rob Newton was 
disciplined fix his tardiness. 



1. What time did die worioers arrive at woric? 

A. At 2:30 p.m. 

B. After 3:30 p.nL 
C After 5:30 p.nL 



2. George Jones could be: 

A. Rob Newton's SOT. 

B. Kim Jones' husband. 
C Both A and B. 



3. Rob Newton: 

A. was not in trouble. 

B. placed on probation. 

C. released mm the job. 
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Dttty:.£t2DiBBbfiosifio 




Task: L30 Draw Inference from Written and Verbal Information 






insiruvMiin* 




Task: Draw inference from written and veilxal information. 


Reading between the lines. 


1. Cooq)lete pre*tesL 

2. Discuss A, B, C 


Inference is the most likely 
conclusion, but not necessarily 
always die correct one. 


A. Inference is the process of drawing a reasonable 
conclusion from btes of evidence. These conclusions 
ait based on a number of hints or clues. 




1. appearance 

2. action 

3. expressions 

4. comments 

5. conversation 

6. personal experience 




B. To independently reach a reasonable conclusion. 




C. How is it used? 




1. Taldng^ an Older. 

2. Stocking sun>lies. 
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LEAiNINa MODULE 



Duty: ConmretiffPiaaa. 



Task : L3Q Draw Inference frpm Written and Verbal 



Practice: 

L Read the shon story and answer the 3 questionrs 

''Oh, not £DC, Dr. Smith. I was just standi' )g here minding 
my own business, see, when this guy asks w to hold his 
cigaxette.** 

1 . What is the relationship between ri^e person speaking 
and Dr. Smith? 

2. If the person ^)eaking is not telling the tnid^, what 
is probably the reason for lying? 

3 . How is Dr. Smidi likely to feel about die situation ? 



Notes 

Selection cai: be read and 
students can be quired 

Pictures can be brought in by 
students. Discus&ion about 
appearance, expression will 
help them undcnrstand 
inference. 



IL Answer these questions. 

1. Various kinds of materials are used for building homes. 
Timber is plentiful, but it is not fireproof, so many 
people prefer 

a. pine. c. brick. 

b. log houses. d. shingles. 

2. Large deposits ofcoal are buried in the mountains. Coal 
is "mdely used, and many people living in iht mountains 
are: 

a. farmers. c. loggers. 

b. fishers. d. miners. 

3 . The sign saki duu people shcMld iR>t feed the monkeys. 
But this did not stqp the little diildten who could not* 

a. read. c. buy. 

d. eat d. squeeze. 
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LEARNING MODULE 



Duty: Comprehension 



Task : L30 Dra w Inference from Written and Verhal Tnfomarion 



Post-Test 



Notes 



Diif cdons: Read the following stoiy and then select the best 
answer for each question. 



Answers: 
1. C 



2. 



B 



3. 



B 



Two people arrived at work late yesterday after a three-hour 
delay on the bus. Kim J<mes and her cousin Rob Newton were 
finally given a ride to work by George J<»es. Theyhadbeen 
waiting to the bus since 2:30 p jn. Both employees had previous 
tardy recoids. Kim Jones was fired, and Rob Newton was 
discq>lined for his tardiness. 



1. What time did die woikersimve at work? 

A. At 2:30 p.m. 

B. After 3:30 p.m. 
C After 5:30 p.m. 



2. George Jones could be: 

A. Rob Newttm's son. 

B. Kim Jones' husband. 
C BodiAandB. 



3. Rob Newton: 

A. was not in trouble. 

B. placed on probation. 

C. released fiom the job. 
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iam^AKnMniM m%JuVLtiSt 


♦ 


Tflsif? L35 Proofread for Correctness of Spelling. Grammar. Punctuation. 


andCauitalizatioii 




Pre-Test 


Notes 


Diitctioas: Identify one or moie errors in each sentence. Look 


Answers: 


for errors in spelling, grammar, punctuation and 


1. B 


oqpitalization. 


1. i come ID woric late everday 


2. D 




3. A 


A. 0 


B. 4 




C. 2 




D. 3 




2. How many ours did mary work on Monday. 




A. 1 




B. 2 




C 3 




D. 4 




3. Where you been? 




A. 2 




B. 3 




C 1 




D. 0 


1 
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LEAmaHO MODULE 



Duty: Ji^miag. 



Task : L35 Proofread for Correctness of SpeHinp ; , nrammar. Punctuation, 
and Capitalization 



Instruction: 



Notes 



Task: Pnx^read for ccnrectness of spelling, 
punctuaticMi, and capitalizadon. 

1. Coix^)lcte pre*tesL 

2. Discuss A, B,C 

A. The ability ID read written niaieriak ami 
filing, gnnmiar, punctuation and o^italizatim 
enois and oaake necessary cortectior^ 

B. Youproofi^iDConectenorssothatiniue^ 
is clear and the message is understood 

C. HowisprooSreadingused? 

1. Letters* 

2. Memos. 

3. Forms. 

4. Applications. 

5. All written materials. 



2 

;s2 
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Duty: Writing 

Task: L3S Proofread for Correctness of Spelling, Grammar, Punctuation, 
and Capitalization 



1. Rewrite the fdlowing paragraph widi conect 
* capitaiiation and grammar. 

during the 1980's a man named GeOTge herbert walker 

bush worked for the government he come to Washington 

from texas ouudy yean befint. serveial people who liked 

him give him good jobs in die government It were soon 

discovered that he was talented, and he was eleaed vice 

president of the united states. He are now the president of 

thiscountiy. 

2. Rewrite the following message widioofiect spelling and 
punctuadcML 

Happy Holideys 



DidybuiedevethepnxDodoii We hope so 
We look fitfwaid to seeing you Bank 
and die chiMitns next oaonth at mom's 
It wiU be greit ID be tofiidMar agiin 

Take COB 



Practice: 



Notes 




Love 
Kim 
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LEARmNG MODULE 


Duty; Writine 


and ranifulirflrinn 




Post-Test 


Notes 






for errors in spelling, gnumiar, punctuation and 




c^italization. 


1. B 


1. i come to worir late evenlay 


0 n 
^« 1/ 


• A. 0 




B. 4 




C 2 




D 3 




2. How numy ours did mary work on Monday. 




A. 1 




B. 2 




C 3 




D. 4 




3. Where you been? 




A. 2 




B. 3 




C 1 




D. 0 


• 

• 
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LEARNING MODULE 



niity* Writing 



Task: write Logical and Understandable Statements and 
Phrases to Accurately Fill Out Forms 



Pre-Test 



The student*^ application will be the 
pre-test. 



Notes 



O »19IIE*MMiOMlDMiSyMMr^ 

ERIC 
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Duty: JWhtinff 

TmIc! L37 Write Logical and Undfrsta 
Accurately Fill Out Forms 


mdabte Statements and Phrases to 


Instruction: 

Task: Write logical ami understandable statemmts 
phrases to accurately fill out fonns. 

L Complete pre-test 

2. Discuss A, B,C 

A Responding to written questions on forms with clear, 
amcise and accurate infomiation. 

B. This sldU enables (Hhers to understand what has 
been written. 

C. How are they used? 

1. Filling out fcmns. 

1 Conq)leting application^. 

3. Letter writing. 


Notes 



ERIC ITif) 



LEARKIKG MODULI^ 

♦ 



Duty: Writing 

Task : L37 Write Logical and Understandable Statements and Phrases to 
Accurately Rll Out Foms 

Practice: 

TELEPHONE LOG 

NAME: 

Dmb Time Phone » Pewon Calling City/Staie Pmpose Cost Line 




POOL CAR MILEAGE 



Month: 







Business Pupose 


Beguning 
OdonoeKr 


Ending 
Odomeier 
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LEARNINa MODULE 



Duty; Writing 



Task : L37 Write Logical and Understandable Statements and Phrases to 
Accurately Fill Out Forms 



Practice: 



ABSENCE REPORT FORM 



NAME: 



DATE OF ABSENCE: 



REASON FOR ABSENCE: 



CHARGE TO: 
___VACAT10N 

_____CONFERENCE 
^_OTHER. EXPLAIN:. 



Notes 



EMPLOYEE SIGNATURE: 
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LEARNING MODULE 



Duty: JS^Diias 

Task : L37 Write Logical and Understandable Statements and Phrases to 
Accurately Fill Out Forms 



Hire Due: 

Vacadon dayi tveilable. through December 31. 1989: 

Pint choice dim: 

Seoond choice dttn: ; 

Projection of projeca you might be woridng on at the time of your vacation request. 



Employee Sipuaire:. 



Group Leader Signature:. 



Approved By:. 



Pr&ctice: 



Notes 



VACATION REQUEST FORM 



Name:. 



.Date:. 
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Duty: 



• Speaking 



Task: L3q speak FluentW with Individuals or Groups 



Pre-Test 



This skill will be observed during the 
initial interview and will serve as the 
pre- test. 



Notes 



LEARNING MODULE 



Duty:.SBsaiang. 



Task: L39 Soeak Fluemlv with individuals or Groups 



Instruction: 



Task: Speak effectively with individuals or group. 



1. Complete pre-tesL 

2. Discuss A, B, C 



A. Produce acceptalde word sounds according to 
phonedc rules and the dictionary key. 

B . Correct prooouciation is needed to conununicate 
orally and be understood 



C. How are they used? 

1. Greetings. 

2. Taking OTders. 

3. Giving directions. 

4. Interviewing. 



Notes 



ERIC 
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LEARNING MODULE 



Duty:.2BsaJang. 



Task! L39 Soeak Fluently with Individuals or Groups 



Practice: 

Directions: Students will pair off. One partner will 
ask the first question. E^h partner will 
tell the otto* how tfiey pexfonned the task. 
Continue to practice until the two feel that 
the delivery is smooth, clear and confident. 
Do questions 2 and 3 the same way. When 
you finish all these questions, change 
rolls. 

Question 1* 

Your job requires meeting people. 
How do you think ^i^u are at doing that? 



Question 2: 

Tell me five things that you think 
are important for me to kno*^ abo: it 
you. 



Question 3: 



The position you ait applying for 
involves a lot of strecs. How do 
you think you will handle that? 



Notes 



Gain Handbook, great 
source of information. 



Prepare enough typed cards 
with the 3 questions listed 
separately. 
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LEARNING MODULE 



Duty; Spcaldng 



Task: L39 Soeak Fluently with Individuals or Groups 



Practice: 



Diitctions: Students will pair off. One partner will 
ask the first question. Each partner will 
tell the other now they i)erfornied the task. 
Continue ID practice until the two feel that 
the delivery is smooth, clear and confident; 
Do questions 2 and 3 the same way. When 
you finish all these questions, change 
rolls. 



Question 1: 



Your job requires meeting people. 
How do you tiunk you are at doing that? 



Question 2: 



Tell me five dungs that you think 
are important for me to kix)w about 
you. 



Questions: 



The position you are ai^lying for 
involves a lot of stress. How do 
you dunk you will handle that? 



Notes 
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LEARNING MODULE 



Duty: 



. Speaking 



Task: 



Ik] Speak Effectively Using Appropriate Behaviors Such 



Pre-Test 



This cotrmunicatlon skill will be observed 
during the initial interview and wi 1 1 serve 
as the pre-test. 



Notes 



ERLCn5ff 



is: 



LEARNING MODULE 



Duty:.SfifialaQ& 



Task: L41 Sneak Effectively Using Adptoi 
Eve Contact Posture and Gesmres 



late Behaviors Such as 



Instruction: 



Notes 



Task: Speak effectively using appropriate behavicn 
such as eye contact, posture, and gestures. 



1. Complete pre-tesL 

2. Discuss A, B, C. 



A. Communicating your ideas and thoughts clearly, and 
knowing when to use ^jpropriate eye contact, 
posture and gestuxts. 



B In ofder to be understood and recognize appropriate 
behavior for the customer service occupation. 



C. How is it used? 

1. Interviewing. 

2. Greeting customer. 

3. Taking and processing orders. 

4. Cashiering. 
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LEARNING MODULE 



Duty! SoMking 




iate Behaviors 



Such as Eve Contact. Ppsture. and Gestures 



Practice: 



Notes 



Role play situations such as: 

1 . Greeting the customer using poor eye contact, touching 

CUStOOKf. 

2. Play this role with the cashier when checking a cusronxr 
out. 

3 . This can be done in job interviewing. Use a situation 
where interviewee doesn't use: 

A. eye contact 

B. poor posture 

C. the wrong gesture 
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LEARNING MODULE 



Duty:_Q 



sion 



Task : L42 Restate. Paraphra5;e and Summarize Written Materiak to 
Confirm One's Own Understanding of What was Read 



Pre-Test 

Directions: Complete the form below, using the following 
information. 



Cairoen Wong took this oiessage from Roberta Lewis for 
her immediate supervisor. Tlie call came at 8:43 on the mining 
of April IS. Roberta's car had just caught on fire, and smoke 
has filled the inside of the car. She was calling from a phcme 
boodi on the comer of Manchester and LaBrea. Shefeelsvery 
nervous and depressed, and doesn't diink she will get to work 
today. She will call back later. 



To 



Data 



Timt 



WHILE YOU WERE OUT 



Mr. 
Mm. 



of 



T«l«phon« No. ( )_ 



Ext. 



(Contrw) Dial Cod* ( )_ 





TELEPHONED 


PLEASE CALL BACK 






WASMTOSEEYOU 


WUCALIAGAM 






RETURNED YOUR CALL 


URGENT 






WANTS TOSS YOU 


OWER 





MMsago. 



RMiMdCrf 



Notes 
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LEARNING MODULE 



Duty: Comprehension 



Task:. 



L42 Reaate. Paraphrase and Summarize Written Materials to 
Confirm One's Own Understanding of What was Read 



Instruction: 



Notes 



Task: Resmte, paraphnue and sununarize written inaterials 
to confinn one's own understanding of what was read. 

1. Complete pre-test 

2. Discuss A, B, C. 

A. To explain briefly in your own words the main ideas 
of something you have read. 

B . Helps to make it clear, sometimes shorter and easier 
to understand and re naember. 

C. How is it used? 

1. Check out at end of shift 
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LEARNING MODULE 



Dutv: Comorehension 

Task: __L42 JResiatc.ParaDhrasc and Summarize Written Materials to 
Confimi One's Own Understandi^ic of What was Read 


Practice: 

This exercise is similar to the game of "Gossip." 

Students will be divided into groups of 4 to 6. An 
oral message will be given to die leader of the group who 
will repeat it to the next person, and continues until all 
students in die group have heard the message. The last 
person who received the message will be responsible 
for repeating die final message aloud 

This exercise can be done widi the entire group. 

, , The group will listen to the final messages. The 
teacher will read die original message aloud 


Notes 

• 



LEARNING MODULE 



Dutj: Comnrehensinn 



Task : L42 Restate. Paraphrase and Summarize Written Materials tn 
Confirm One's Own UnHer^tanrling of What was Read 



Post-Test 

Directions: Complete the form below, using the following 
infcffination. 



Carawn Wong took this message firom Roberta Lewis for 
her immediate supeivisOT. The call came at 8:43 on the morning 
of April 15. Roberta's car had just caught on fire, and smoke 
has filled the inskie of the car. She was calling from a phone 
boodi on the comer (tf Manchester and LaBrea. She feels very 
nervous and depressed, and doesn't think she will get to work 
today. She will call back later. 



Notes 



. To 

Dato Tm» 



WHILE YOU WERE OUT 

Mm 

Mr. 

Ml*. 



Tolophono No. L_J ^6xt.. 



(Controx) Dial Codo ( ). 





TELEPHONED 


PLEASE CALL BACK 






WASMTOSEEYOU 


WILCALLAQAM 






RETUnNEO YOUR CALL 


URQENT 






WANTS TOSS YOU 


OTT^ 





Message 



RiOMdCil 
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LEARNING MODULE 



Duty: Listening 



Task : L43 Ask AoDroprinte Ouesrions to Clarify Written and 



Oral Communications 



Pre-Test 

You ait stocking p^pcr towels at work and run 
out <rf them. What shoukl you ask your boss? 

A. Should I go on break until we get more towels? 

B. Will you get me more towels? 

C. Where wUl I find more paper towels? 

D. Should I use paper napkins instead? 

Your ride to work phoned and said that he would 
not be on time. What is the fint thing ydu should 
ask him? 

A. Willi still get to work on time? 

B. How late will you be? 

C Shoukl I call woik and tell tiiem we will be late? 
D. Shouldlfindanotherway togetto work? 



You were given some aspirin by your doctor to 
give your child The label on die aspirin botde 
reads like this: 



Adult Dosage: 1 tablet every two hours 
Childrens Dosage: Acomling to Age 



Notes 



Answers: 

1. C 

2. B 

3. A 



• Which of die following wouki you ask first? 

A. What is the ccmtct dosage for my child? 

B. ShouMI give half the a&lt dosage to my chiM? 
C Should I give twice the adult dosage to my child? 
D. Shoukllgivemyduldonehalf of a tablet every 

hour? 
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LEARNING MODULE 



Duty: _List&ma& 



Task: L43 AsIc Appronnate Questions to aarifv Written and 

Oral Communications 



Instruction: 



Notes 



1. 



Complete the pre-test 



2. 



Listen to a discussion on: 



A. What are appropriate questions? 

B. Why should appropriate questions be asked? 

C. When ^ould appropriate questions be asked? 

3 . Conq)lete the practice exercise. 

4. Pass the post-test 
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LEARNING MODULE 



Duty; Listening 



Task; L43AskAt 



iate Quesrions tc Clarify Written and 



Oral Communicarions 



Practice: 



Your instructor will set up a situation where you 
will be able to ask appropriate questons. 



Notes 
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LEARNING MODULE 



Duty! Listening 



Task? L*3AsicAt 



iate Quesrions to Qarifv Written and 



Oral Communicatipns 



Post-Test 

You are stocking paper towels at work and run 
out of them. What should you ask your boss? 

A. Should I go on break until we get more towels? 

B. Will you get me more towels? 

C Where wUl I find more paper towels? 
D. Shoukl I use paper napkins instead? 



Your rids to work phoned and said that he would 
not be on dme. What is the first thing you should 
ask him? 

A. ^illl still get to work on dme? 

B. How late will you be? 

C Shouldlcallworicandtellthem wewill belate? 
D. Should I find anodier way to get to work? 



You were given some aspirin by your doctor to 
give your chikL The label on the aspirin bottle 
reads like this: 



Adult Dosage: 1 tablet every two houn 
Childrens Dosage: According to Agt 



Which of the following woukl you ask fint? 

A. What is the comet dosage for my child? 

B. Should I give half the adult dosage to my child? 
C ShouU I give twice the adult dosage to my child? 
D. Should I give my child one half of a tablet every 

hour? 



Notes 



Answers: 

1. C 

2. B 

3. A 



er|c 



e 1989 Lm Aagtlw Unifiwi School Diraiet 



WS0005LY 



LEARNING MODULE 



Duty? Listening 



Task : LAA Attend to Nonverbal Cues Such as Eye Contact. Post u re , 



Pre-Test 



This skill w?n be evaluated during the initial 
interview. 



Notes 



O 9 



Or* ^ 



LEARNING MODULE 



Duiyt Listening 




Task! L44 Attend to Nonverbal Cues S ich as Eve Contact. Posture, 
and Gestures for Meaning in Convcrsarions 


Instruction: 


Notes 


Task: Attend to nonverbal cues such as eye contact, 

posture and gestures for meaning in conversadons. 




1 . Coaq>Iete pre-test 

2. Discuss A, C 




A. Recognizing specific nonverbal cues as they 
relate to efifective coinniunicadon skills. 




B • Knowing that actions ^peak kHjder than words 
and recognizing that nonverbal cues are reliable 
indicaion of emotions, desires and atdtudes; 
understanding diese cues helps us to understand 
odiers and to express ourselves better. 




C. How are they used? 




L Greeting customers. 

2. Taking, prxessing and completing an order. 

3. Setting tq) die cash drawer. 

4. Ringing up sales. 

5. Checking out at die end of shift 

• 


• 
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LEAK^aNG MODULE 



Duty? Listening 



Tftfik ? L44 Attend to Nonverhal Cues Such as Eve Contact. 
Posture and Gesnires for Meaning in Conversations 



Practice: 
Discuss impOTtance of eyes in nonverbal cues. 



1. Poker face 

2. Shifty eyes 

3. Window off 



>ul 



Discuss importance ci gestures: 

(We react to these as much as spoluii language.) 

1. Smiles 

2. Hdgeting 

3. Ughtly crossed arms or legs. 

4. Standing stiffly and erect 

Discuss: 

1. How would you react to someone who would not 
look you in the eyes? 

A. Is it a sign of distrust or lack 
of interest? Could it be a 
cultural difference? 



Notes 
Many cultural differences. 

A. Eye Contact 

B. Touching 

C Standing too close 
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LEARNING MODULE 



Duty: LI c ten i nq 



Task: *-^^ Attend to Nonverbal Cues Such as Eye Contact, Posture, 
and Gestures for Meaning In Conversations. 



Post Test 



This skill will be observed during the 
entire class. 



Notes 



ERIC 



TSDOmCO 



208 



LEARNING MODULE 



Duty: 



speaking 



TaSk*'"'*^ Take Accurate Notes Which Summarize the Material 
Presented from Spoken Conversation 



Pre-Test 



The class will be provided information 
about the class on the first. day. 



1. 


Name of Class 






2. 


Teacher 






3. 


Class Location/School 






A. 


Hours Class Will Meet 






5. 


Room Number 






6. 


Number of Weeks Class Will 


Meet 


7. 


Phone Number/Emergency 


or 


Absences 


8. 


What will be taught in 


the 


class 



Page 3 of this lesson will be given to 
each student to determine if information 
provided was understood. 



Notes 




LEARNING MODULE 



Duty:.SBBaiaa8. 



Task! L45 Take Accurate Notes Which Sunmarize the Material 
Presented from Sooken Conversation 



Instruction: 



Notes 



Task: Take accuraie notes which summarizes the material 
presented from spoken conversation. 

1. Compjete pre-tesL 

2. Discuss A, B, C. 



A. The process of sorting through oral infomation 
and obtaining main icteas and facts that are 
applicable to you and your job assignment 



B This procedure is necessary because the information 
is now condensed, toon manageable and easier 
to remember. 



C. How is it used? 
1. Taking the order. 
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LEARNING MODULE 



Duty! Soeakinft 

Task! L45 Take Accurate Notes Which Summarize the Material 
from Six)ken Conversation 


Practice: 

During the first class meeting and in an informal introduction 
the instructor will cover ^)eafic information related to this 
class. 

Please discuss: 
1. Name of class 
1 Name of teacher 

3. Qass locati<Mi, school and room number 

4. Houn per day class will meet 

5. Number of weeks class will meet 

6. What will be covered in the class 

7. Phme number 

a. emergencies 

b. absences 


Notes 

1 . The teacher will hand out 
the following prepared page. 

2. The students will fill in the 
blanks with the appropriate 
infonnatioii. 

• 
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Name of Class 



Teachers 



Class Location/School 



Hours Qass Will Meet 



Rooin# 



Number of Weeks Qass WiU Meet 



Phone number 
(Enoergency or Absences) 



What Willi learn in diis class? 



iERIC 
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LEARNING MODULE 



Duty: 



. Speaking 



TsLSk : L^5 Take Accurate Notes Which Summarize the Material 
Presented from Spoken Conversation 



Post Test 



Notes 



Page 3 will serve as the post'test 
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LEARNING MODULE 



nnfy«l \Ktmn\na 



Xaski LA6 Follow Directions from Verbal Instructions 



Pre-Test 



The directions given on how to fill out the 
application will serve as the pre-test. 



Notes 
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I^imiNQ MODULE 



Duty: JjsiBamg. 



Task! L46 Follow Directions from Verhal Tnsmi^^nr<^ 



Instruction: 



Task: Follow directions from verbal instructions. 



Notes 



1. G>iq)lete pre-tesL 

2. Discuss A, B, C. 



A. To follow verbal doections noeans to listen well, 
understand tiie instructions given, and know what to 
da Also, it can indicate ^mt you are expected to do. 



B. This skiUwiUhe^ in Mowing established routines 
and guidelines, b will allow en^loyees to avoid 
costiy mistakes, delays and wasted materials. 



C. How are they used? 

1. Stock supplies. 

2. Oean the work area. 

3. Greet die customer. 

4. Take, process and complete the orda. 

5. Set-up cash drawers. 

6. Ring up sales. 

7. Check out at end of shift 
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LEARNING MODULE 



Duty! Liaening 



Task: L46 Follow Direcrinns from Verhal Tnstnicrions 



impoitance of listening. 
2. Have all students iake sheets of paper out 

a. WiitB full name in left hand comer. 

b. Fold paper in half . 

c. Print address in center of papbr. 

d. Write age in bottom left hf ' xxner. 



Practice: 



Notes 



1. 



Play the game of Simon Says, emphasizing the 
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DIVISION OF ADULT AND OCCUPATIONAL EDUCATION 



1^2 

WORKING SMART 

The Los Angeles Unified School District Workplace Literacy Project 



Computational Modules 



Manual/Workbook 

*I i 7 



WORKPLACE LITERACY 



Coinputation Modules 

(13) 

M-1 Read and Write Whole Numbers 

M-3 Add Whole Numbers 

M-i» Subtract Whole Numbers 

M-5 Multiply Whole Numbers 

M-18 Read and Write Decimals 
M-20 Round Decimals (Handle Money) 

# 

M-21 Add Decimals 
M-22 Subtract Decimals 
M-23 Multiply Decimals 
M-30 Read and Write Percents 

M-36 Compute Discounts, Markup, Tax, Commission, Interest 
M-71 Use Calculator Operations 

M-73 Estimate To Determine If Solutions Are Reasonable 




*M = Math 



o 1 



WORKPLACE LITERACY 
Computation Skills 

Whole Numbers 
Modules U 3^ 4^ 5 

Decimals Fractions 

Modules 18. 20, 21. 22. 23 

Percents 
Modules 30. 36 

Calculator Concepts 
Modules 71. 73 




Duty; Whnle Numbers 



Task; M.1 Read and Write Whole Numbers 



Pre-Test 



How would you write four thousand sixty-two 
innumnnds? 

A. 4.62 

B. 4.062 
C 4.620 
D. 4000.62 



2. In 8.415 what number is in the hundreds' place? 

A. 1 

B. 4 
C 5 
D. 8 



What would be the next two numbers in the following 
series? 

37. 38. 39. _. 

A. 25.26 

B. 35.36 

C. 40.41 

D. 50,51 



Notes 



Answers: 

1. B 

2. B 

3. C 
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Duty: JKboifiJ 



Tsigk; M.1 Read and Write Whole Numbers 



What: (Performance Objective) 



You will read and write whole numbers. 



When: (Criteria) 



You will be able to read and write whole numbers 
correctly vidien you can answer 2 of the 3 questions 
on the post-test correctly. 



Why: 



It is important to be able to read and write whole numbers 
to avoid errors when making change, counting supplies, 
and porfomung other custcxner service activities. 



Notes 
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Duty: Whole Numbers 



Task: M-l Read and Write Whole Numbers 



Instruction: 

1. Take the pre-tesL 

2. Read Aepeifomiance objective page. 

3 . Take part in the discussion led by your instructor. 

4. Do die practice exercise. 

5. Pass the post-test 



Notes 



1. Givethepre-test 

2. Havis class^person read die 
perfonnance objective page. 

3. r^vide for a discussion of 
what whole numbers are. 

4. Allow students to complete 
the practice exercises. 

5 . Correct practice exercises 
with student 

6. If possible, give additional 
problems for examples of the 
perfonnance task to which 
this module is attached. 

7. Give the post-test 

8. Recycle until the student 
can answer 2 of 3 questions 
on tiie post-test coirectiy. 
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Duty : Whole Numbers 

Task: M-1 Read and Write Whole Numbers 



Practice: 



Notes 



Complete die practice exercise. 

READ AND WRTTE WHOLE NUMBERS 
Directions: If you need scrap paper, ask your 



instructor for a blank piece of papa. 

The purpose of this practice is to help you 
read and write whole numbers. 

Read each question. Then read all four of the 
choices listed. Select Ae ONE choice which 
best answers the question completes the 
sentence. Maork this choice on the answer 
sheet provided by your instructor. 



1. What is the total number of woids in the box below? 



car, brakes, oil, tires, bolts, hose, belt, pump, gas 



2. What is die total number of circles in die box below? 



00000000 0. o 

oooooooooo 
oooooooo 



Provide paper for ansv/crs 
and confuting. 

Answers to practice exercise. 

1. A 21. B 

2. D 22. C 

3. C 23. D 

4. B 24. A 

5. B 25. B 

6. C 26. D 

7. C 27. C 

8. A 28. B 

9. B 29. A 

10. C 30. A 

11. B 31. D 

12. A 32. D 

13. A 33. A 

14. C 34. C 

15. C 35. C 

16. B 36. D 

17. D 37. A 

18. D 38. C 

19. D 39. B 

20. A 40. A 



A. 18 

B. 25 

C. 27 

D. 28 



I 
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Duty: Whole Numbers 

Tflfik; M-1 Read and Write Whole Numbers 



Practice: 

3. How would you write ten diousand in numerals? 

A. 100 

B. 1.000 
C 10,000 

D. 10.000.000 

4. How would you write four thousand sixty-two in numerals? 

A. 4.62 

B. 4.062 

C. 4.620 

D. 4000.62 

5. In 8.415 what number is in the hundreds' place? 

A. 1 

B. 4 
C 5 
D. 8 

6. What would be die next two numbers in the following series? 

37.38.39. , 

A. 25.26 

B. 36.35 

C. 40.41 

D. 50.51 

7. How would you write eight hundred seventy? 

A. 8070 

B. 807 

C. 870 

D. 80070 

8. What is the ten thousands digit in 6.543.210? 

A. 4 

B. 5 
C 3 
D. 2 
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Duty: Whole Numbers 

Toclr* M-l Read and Write Whole Ni 



Practice: 

9. Which of die following numbers has a 3 in the tens' place and a 7 in the ones' place? 

A. 3,417 

B. 4,137 

C. 4,317 

D. 7,341 

10. Kow would you write 5,209,000 in wonf s? 

A. five thousand two hundred nine thousand 

B. five million two hundred nine 

C. fivemilliim two hundred nine thousand 

D. five, two oh nine million 

11. Which oS the following numbers is equal to 13 thousands and 70 ones? 

A. 1,370 

B. 13,070 
C 130,070 
D. 1,300,070 

12. When we count by ones what will be the next two numbers following 8,010? 



A. 8,011:8,012 

B. 8,110:8,210 

C. 8,008:8,009 

D. 8.020:8,030 

13. Arrange diese numbers in OTder from smallest to largest 



280,9890,8980,890 



A. 280,890,8980,9890 

B. 280,890,9890,8980 

C. 890,280,9890,8980 

D. 9890, 8980, 890, 280 

14. How would you read 1,026? 

A. one thousand two hundred six 

B. ten thousand twenty-six 
C one thousand twenty-six 
D. one hundred twenty-six 
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Duty: Whole Numbers 



Task: M-1 Read and Write Whole Numbers 



Practice: 



IS. What is die total number of checks in the box below? 



# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


## 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


# 


## 



A. 40 

B. 41 

C. 42 

D. 43 

16. How would you write two million three thousand twenty-seven in numerals? 

A. 2300,027 

B. 2,003,027 

C. 2,000,327 

D. 2,000,3027 

17. Round 862,458 to the nearest thousand. 

A. 862.000 

B. 860.000 
C «62.460 
D. 862.500 

18. Which is most? 



A. one hundred thirty-nine 

B. one hundred for^-eight 

C. one hundred fifty-two 

D. (Hie bundled fifty-seven 

19. Round 139 to the nearest hundred. 



A. 200 

B. 140 
C 130 
D. 100 
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Duty: Whole Numbers 

Task: M-I Read and Write Whole Numbers 



Practice: 



20. The population of Sacramento, California is 50,319. Round this number to thi nearest 
thousand. 



A. 50.000 

B. 50,300 
C 50.320 
D. 60,000 

21. What is the total number of words in the box below? 



drill, chisel, plane, auger, bit, rachet 



A. 5 

B. 6 

C. 7 

D. 11 



22. What is the total number of circles in the box below? 



o o o 


o o o 


o o o 


o o 


u o o 


o 


o 




o o 




o 





A. 17 

B. 19 

C. 21 

D. 15 



23. How would you write one thousand in numerals? 

A. 10 

B. 100 

C. 110 

D. 1.000 
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Duty: Whde Numbers ^ 

Toclr» M-l Read and Write Whole Numt 



Practice: 



24. How would you writt ten thousand fourteen in numerals? 

A. 10,014 

B. 10.104 

C. 10,140 

D. 14,010 



25. In 9,453 what is in the hundreds' place? 

A. 3 

B. 4 

C. 5 

D. 9 



26. What would be the next number in the following series? 
36,37, 38,39, 



A. 35 

B. 38 

C. 37 

D. 40 



27. How would you write 250,090 in words ' 

A. twenty-five diousand ninety 

B. two hundred five thousand ninety 

C. two hundred and fifty thousand ninety 

D. two hundred and fifty thousand nine 



28. What is the digit in the ten-thousands' place for 789,014? 

A. 7 

B. 8 

C. 9 

D. 0 
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Duty: Whole Numbers 



Toclr> M.1 Read and Write ^liole 



Practice: 



29. Which of the following numbers has a 7 in the hundreds' place and a 1 in the 
ones' place? 



A. 2,701 

B. 2,071 

C. 7,201 

D. 7,210 



30. How would you write 8,000 in words? 

A. eight thousand 

B. eighty thousand 

C. eight hundred thousand 

D. eighty huncfred 



31. Which of the following numbers is equal to 17 thousand and 17 ones? 



A. 1,717 

B. 17,170 

C. 17,177 

D. 17,017 



32. When we count by ones, what will be the next number following 8,797? 

A. 8,797 

B. 8,897 

C. 9,798 

D. 8,798 

33. Count the number of #'s in the box. 



################ 
############### 



A. 31 

B. 32 

C. 33 

D. 34 
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Duty: Whde Numbers 

Toclr» M-1 Read and Write Whole Numbers 



Practice: 



34. How would you read 5,040? 

A. fifty thousand forty 

B. five thousand four hundred 
C five thousand foity 

D. five hundred thousand four 



35. Which number is smallest? 

A. 568 

B. U15 
C 432 
D. 1.000 



36. How would you write three million, twenty thousand, seventy three? 

A. 320,730 

B. 3,200,703 
C 3,020,730 
D. 3,020,073 

37. Round off 42,637 to the nearest ten. 

A. 42,640 

B. 42,600 
C 42,000 
D. 43,000 

38. Which is the most? 

A. (Mie diousand two 

B. one thousand three 
C one thousand ten 
D. one thousand 



n 
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Duty: Whole Numbers^ 



Task: M.I Read and Write Whole Numbers 



Practice: 



39. Round 257 to the nearest ten. 

A. 250 

B. 260 
C 300 
D. 255 



40. The 1980 population of Malibu, California was 32,426. Round this number to the nearest 
thousand. 

A. 32,000 

B. 32,400 
C 33,000 
D. 33,400 
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TInfy* Whole Numbers 

Tflfik! M-1 Read and Write Whole Numbers 








1. How would you wnte four thousand sixty-two 




in numerals? 


Answers: 


A. 4,62 


1. B 


B. 4,062 


2. B 


C 4,620 


3. C 


D. 4000,62 




2. In 8,41S what number is in the hundreds' place? 




A. 1 




B. 4 




C. 5 




D. 8 




3. What would be the next two numbers in the following 




series? 




37, 38, 39, , _. 




A. 25,26 




B. 35,36 




C. 40,41 




D. 50,51 


• 
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Duty: Whole Numbers 



Task: M-3 Add Whole Nuirbers 



Pre-Test 



Notes 



1. 7+9 = 



Answers: 



A. 13 

B. 16 
17 



1. B 

2. C 

3. C 



D. 79 

2. 42 
±_2I 

A. 49 

B. 59 

C. 69 

D. 4.227 

3. Find the sum of 63, 5, 86, and 307. 

A. 361 

B. 460 

C. 461 

D. 2.297 
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Duty: Whole Nmnbera 



Task: M-3 Add Whole Numbers 



What: (Performance Objective) 
You will subtract whole numbers. 



Notes 



When: (Criteria) 

You will be able to subtract whole numbers conectly 
when you can answer 2 of the 3 questions on the 
p ,st-tcst correctly. 



Why: 

It is important to be able to subtract whole numbers to 
avoid errors when adding a guest check, ordering supplies 
and performing other customer service activities. 
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Duty: Whole Numbers 



JujIjj m-3 Add Whole Numbers 



Instruction: 
L Take the pre-test 

2. Read die performance objective page. 

3. Take part in the discussion led by your instructor. 

4. Do the practice exercise. 

5. Pass the post-test 



Notes 

1. Give the pie-test 

2. Have class/person read the 
performance objective page. 

3. Provide for a discussion on 
adding whole numbers. 

4. Allow students to complete 
the practice exercises. 

5. Correct practice exercises 
with student 

6. If possible, give additional 
problons for examples of the 
performance task to which 
mis module is attached. 

7. Give the post-test 

8. Recycle until the student can 
answer 2 of 3 questions on 
die post-test correctiy. 
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Client: LAUSD 


LEARNIKG MODULE 


Oeciipfttion: Customer Service 




Date: 1/31/89 


nutvt Whole Numbers 




Task: M-3 Add Whole Numbers 







Practice: 

Complete the practice exercise. 

DIRECTIONS: If you need scrap paper, ask your instructor 
for a blank piece of paper. 

The purpose of this practice is to help yot ^ 
add whole numbers. 

Read each question. Then read all four of 
the choices listed. Select the ONE choice 
which best answers the question or ccmi- 
pletes the sentence. Mark this choice on the 
answer sheet provided by your instructor. 

1. 4 + 5 = 



A. 
B. 
C. 
D. 



9 
11 
45 
54 



2. 7 + 9 = 

A. 13 

B. 16 

C. 17 

D. 79 



Notes 

Provide paper for answers and 
computing. 

Answers to practice exercise. 



1. 


A 


21. 


A 


2. 


B 


22. 


D 


3. 


C 


23. 


C 


4. 


A 


24. 


A 


5. 


D 


25. 


D 


6. 


C 


26. 


D 


7. 


D 


27. 


B 


8. 


A 


28. 


C 


9. 


C 


29. 


B 


10. 


A 


30. 


A 


11. 


B 


31. 


C 


12. 


C 


32. 


C 


13. 


B 


33. 


A 


14. 


D 


34. 


D 


15. 


B 


35. 


A 


16. 


D 


36. 


D 


17. 


B 


37. 


C 


18. 


C 


38. 


B 


19. 


D 


39. 


B 


20. 


A 


40. 


B 



3. 42 
+ 27 



A. 49 

B. 59 

C. 69 

D. 4,227 



4. 8 + 2 + 6 + 6 = 



A. 22 

B. 28 

C. 52 

D. 148 
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Duty: Whole Numbers 



Task: M«3 Add Whole Numbers 



5. 67 
+ 39 



Practice: 



Notes 



A. 16 

B. 28 
C 105 
D. 106 



6. 35 + 53 + 97 = 



A. 88 

B. 175 

C. 185 

D. 285 



7. 98 
26 
+ 83 

A. 167 

B. 197 

C. 198 

D. 207 



8. 11 + 101 + 110 = 



A. 222 

B. 232 

C. 321 

D. 322 



9. 4,763 
+ 2.572 

A. 2,191 

B. 7,235 

C. 7,335 

D. 9,336 
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Diify* Whole Numbers 

Task? M-3 Add Whole Numbers 






Notes 


10. 47 + 423 + 8 = 




A. 478 




B. 495 




C 498 




D. 1.693 




11. 201 plus 2,100 equals 




A. 1.401 




B. 2,301 




C 22,100 




U. 2,UU2,1U1 




12. Hnd the sum of 63. 5. 86. and 307. 




A. 361 








C. 461 




D. 2.297 




1^ A/1/1 C COO 




4 




6.209 




A. 11.785 




B. 11.795 




C. 11.831 




D. 15.795 




14. Add 8,466 




727 




84 




A. 9.167 




B. 9,176 




C 9.276 




D. 9.277 
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Duty: Whole Numbers 

Task: M-3 Add Whole Numbers 



15, 



43,022 
+ 16.941 

A. 59,063 

B. 59,963 
C 60,963 
D. 69,063 



Practice: 



16. 183 
+ 457 



Notes 



A. 530 

B. 630 

C. 540 

D. 640 



17. 2,405 
147 
574 
+ 3.813 

A. 6,839 

B. 6,939 

C. 6,940 

D. 7,039 



18. 8,070 + 807 » 

A. 1,677 

B. 8,814 

C. 8,877 

D. 80,877 

19. 8,888 -I- 20 » 

A. 8,900 

B. 9,008 

C. 8,000 

D. 8,908 
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Duty* Whole Numbers 


Task: M-3 Add Whole Numbers 




Practice: 


Notes 


20, 576 
+ 607 




A. 1.183 

C. U83 

D. U84 




21, 5 + 6 = 




A, 11 

B, 10 

V«> JO 

D, 9 




22, 4 + 9 = 




A in 

A, 111 

B. 11 
D, 13 


• 


23, 56 
+ 12 




A, M 

B, 59 

D, 78 




24, 4 + 3 + 7 + 7 = 


• 


A, 21 

B, 23 
C 56 
D, 437 




25, 39 
+ 69 




A, 88 

B, 89 

C. 98 

D. 108 
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Duty: Whole Numbers 

Task: M-3 Add Whole Numbers 



Practice: 



26. 37 + 64 + 29 = 



A. Ill 

B. 119 
C 120 
D. 130 



Notes 



27. 87 
43 
i_Z2 



A. 199 

B. 209 
C 211 
D. 219 



28. 22 + 221 + 122' 



A. 222 

B. 212 

C. 365 

D. 441 



29. 2.345 
+ 3.567 



A. 4.789 

B. 5.912 
C 5.902 
D. 6.912 

30. 54 + 532 + 1 = 



A. 587 

B. 577 
C 584 
D. 987 



31. 410 plus 4.100 equals 

A. 850 

B. 8.200 
C 4.510 

D. 4.100.410 
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niity; Whole Numbers 


' Task! M-3 Add Whole Numbers 




Practice: 


Notes 


32. Find the sum of 64, 8v 77, and 446. 




A. 510 




O. J 1 1 




C 595 




D. 1,518 




<3<3 KAA S S71 
J J. AuU o,0 / 1 




3 




3.000 




A. 11,874 




R 1K714 
J>. io,/i*t 




C 8,868 




D. 11,784 




34. Add 4,379 




738 




78 




A 4 993 




B. 5,458 




C 5,195 




D 5 555 




35. 54,007 




+ 17.994 




A. 72,001 




B. 71,001 




C. 72,991 




D. 71,991 




^0. DyO/O 




+ 6.541 




A. 11,117 




B. 11,217 




C. 12,117 




D. 12,217 
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Duty: Calculator Concepts 

Tflfilc! M-3 Add Whde Numbers 








37. 1,201 




+ 323 




A. 1,624 








C 1,524 




D. 2,534 




38. 10,009 + 299 = 




A. 10,299 




B. 10,308 








D. 12.990 




39. 6,666-1- 40 » 




A. 6,700 




B. 6,706 




C 7,006 




D. 7,706 




40. 79 




-•- 23 




A. 92 




B. 102 




C. 103 




D. 113 


• 
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Duty: Whole Numbers 

Task: M-3 Add Whole Numbcra 



Post-Test 


Notes 


1. 7+9« 


A 

Answers: 


A. 13 


1. B 


B. 16 


2. C . 


C 17 


3. C 


D. 79 




2. 42 




+ 27 




A. 49 




B. 59 




C 69 




D. 4^ 




3. Find the sum of 63, 5, 86, and 307. 




A. 361 




3. 460 




C. 461 




D. 2^97 
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Duty: Whole Numbers 



Task: M-4 Subtract Whole Numbers 



Pre-Test 



Notes 



1. 19 



Answers: 



A. 3 

B. 7 



1. D 

2. C 

3. D 



C 12 
D. 13 



2. 103-76 = 

A. 23 

B. 26 

C. 27 

D. 37 

3. Fmd the difference between 3^81 and 5,982. 

A. U99 

B. 1,399 
C 2,699 
D. 2,701 
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Duty: Whole Numbers 



Task: M-4 Subtract Whole Numbers 



What: (Performance Objective) 



Notes 



You will subtract whole numbers. 



When: (Criteria) 

You will be able to subtract whole numbers correctly 
when you can answer 2 of the 3 questions on the 
post-test connctly. 



It is important to be able to subtract whole numbers to 
avoid errors when adding a guest check, ordering supplies 
and pertbnning odier customer service activities. 



Why: 
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Duty! Whole Numbers 

TaaIc! M-4 Subtract Whole Numbers 


Instruction: 

1. Take the pre-tesL 

2. Read die perforaianoe objective page. 

3. Take part in the discussioQ led by your instractor. 

4. Do the practice e:. icise. 

5. Pass the post-test 


Notes 

1. Give the pie-tesL 

2. Have class/persm read the 
performance objective page- 

3. Provide for a discussion on 
adding whole numbers. 

4. Allow students to ccxnplete 
tfie practice exercises. 

5. Conect practice exercises 
with student 

6. If possible, give additional 
problems for examples of die 
perfomuux^ task to which 
this module is attached 

7. Give the post-test 

8. Recycle until the student can 
answer 2 of 3 questions on 
the post-test correctly. 

f 
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Duty: Whole Numbcn 



Task: M-4 Subtract Whole Numbers 



Practice: 

Complete die practice exercise* 

DIRECTIONS: If you need scnq)piq;)er, ask your instructor 
for I blank piece of pq)er. 

The purpose erf tfiis practice is to help you 
subtract whole numbers. 

Read each question. Then read all four of 
the choices listed. Select the ONE choice 
which best answers the question or com- 
pletes the sentence. Mark this choice on the 
answer sheet provided by your instructor. 

1. 7 

A. 2 

B. 3 

C. 4 

D. 11 



2. 19 
-6 



Notes 

Provide paper for answers and 
computing. 

Answers to practice exercise. 





B 


21. 


B 


2. 


D 


22. 


C 


3. 


C 


23. 


D 


4. 


D 


24. 


C 


5. 


C 


25. 


A 


< 


A 


26. 


B 


7. 


B 


27. 


B 


8. 


A 


28. 


A 


9. 


B 


29. 


D 


10. 


C 


30. 


B 


11. 


A 


31. 


C 


12. 


C 


32. 


A 


13." 


D 


33. 


D 


14. 


A 


34. 


B 


15. 


D 


35. 


C 


16. 


A 


36. 


A 


17. 


D 


37. 


D 


18. 


B 


38. 


C 


19. 


C 


39. 


A 


20. 


B 


40. 


C 



A. 3 

B. 7 

C. 12 

D. 13 



3. 3,288 
- 2.135 

A. 153 

B. 1,143 

C. 1,153 

D. 5,423 
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Duty: Whole Numben 

Task; M-4 Subtract Whole Numbers 



4. 



96 
24 



Practice: 



A. 60 

B. 62 

C. 70 

D. 72 

5. 103-76^ 



A. 23 

B. 26 
C 27 
D. 37 



Notes 



6. 54-26 = 

A. 28 

B. 32 

C. 80 

D. 90 



7. 383-201 = 

A. 173 

B. 182 

C. 404 

D. 2^83 



8. 5.000 
-3.095 

A. 1,905 

B. 1.995 
C 2,005 
D. 2,905 
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Duty: Whole Numbars 



Task: M-4 Subtract Whole Numbers 



Practice: 



9. 853- 71 « 

A. 143 

B. 782 
C 822 
D. 882 

10. Subtract S04 from 905. 

A. 391 

B. 399 
C 401 
D. 499 

11. 6.050 
-4.275 

A. 1.775 

B. 1.785 

C. 1.975 

D. 2.775 

12. 1.385 

A. 809 

B. 908 
. C 909 

D. 919 



Notes 



13. 77,285 
^ L 

A. 76.171 

B. 77.191 
C 77.271 
D. 77.281 
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niify* Whole Numbers 

Tflfik* M-4 Subtract Whole Numbers 






Practice: 


Notes 


14 46 • 27 as 




A IQ 


• 


B. 21 








D. 29 




Iw* lJUUllclbl J^Oi ilV/Ul Wf70*r« 




A 1 700 




R 1 "^00 




r 2 ^too 




D. 2,701 




16. 1,602 




• 684 




A 918 




B. 1.028 




C 1,928 




D. 2.082 




17 34 - 28 = 




A. 16 




B. 14 




C. 8 




D. 6 




18. Find the difference between 63 and 46. 








B. 17 




C 23 




D. 27 
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Duty: Whole Numbers 



Tnalc; M-4 Subtract Whole Numbers 



Practice: 



Notes 



19. 107 - 79 « 



A. 39 

B. 29 
C 28 
D. 22 



20. 75 



A. 


37 


B. 


27 


C 


26 


D. 


25 


8 








A. 


4 


B. 


5 


C 


6 


D. 


7 


17 




-4 


A. 


11 


B. 


12 


C. 


13 


D. 


15 



23. 680 
■160 

A. 52 

B. 420 
C 440 
D. 520 
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Duty: Whole Numbers 

Task: M-4 Subtract Whole Numbers 



24. 87 

A. 47 

B. 57 
C 60 
D. 64 

25. 106-14 = 



Practice: 



Notes 



A. 92 

B. 94 
C 96 
D. 102 



26. 47-43« 

A. 3 

B. 4 

C. 14 

D. 44 



27. 450 minus 125 = 

A. 475 

B. 325 
C 300 
D. 250 



28. 6.000 
- 5.989 

A. 11 

B. 21 

C. 101 

D. Ill 
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Duty: Whole Numbers 



Task: M-4 Subtract Whole Numbers 



29. 741-56 



Practice: 



Notes 



A. 595 

B. 585 
C 695 
D. 685 



30. Subtract 501 from 805. 

A. 299 

B. 304 
C 306 
D. 696 



31. 4,495 
- 3.279 



A. 1,124 

B. U06 

C. 1,216 

D. 1^4 



32. 7,040 
-2.505 



A. 4,535 

B. 4,545 
C 5,535 
D. 5,455 
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Duty! Whole Numbers 


^ TAfilr? M-4 Subtract Whole Numbers 






Notes 






2 




A. 888.888 


• 


B. 998.998 




C 999.888 




D. 999.998 




34. 10.721 




-2.821 




A. 7.100 




n 7 onn 




C 8.100 




D. 8.121 




35. Subtract 1.673 from 4,774. 




A. 2.199 




B. 2.910 




C 3.101 




D. 6.899 


• 


36. 75 




-33 




A. 42 




B. 43 




C. 32 




D. 24 
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niify; Whole Numbers 

Tnfik; M-4 Subtract Whole Numbers 




Practice 


Notes 


37. 91 




-22 




A. 79 




B. 72 




C 71 




D. 69 




38. Find the dmerence between 10,000 and 100. 




A. 900 




B. 9.000 




A AAA 




D. 9.990 




^A ^ AA1 

39. 6,001 








A. 5,939 




B. 5,949 




C. 5,063 




D. 6,063 




40. 100 


« 






A. 72 




B. 64 




C. 62 




D. 52 


« 
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Duly: Whole Numbers 



Task: M-4 Subtract Whole Numbers 



Post-Test 



Notes 



1. 



19 
-6 



Answers: 



A. 3 

B. 7 



1. D 

2. C 

3. D 



C 12 
D. 13 



2. 103 - 76 = 

A. 23 

B. 26 
C 27 
D. 37 



3. Find the difference between 3,281 and 5,982. 

A. ^299 

B. 1,399 
C 2,699 
D. 2,701 
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Duty: Whole Numbers 



Taski M-5 Multiply Whole Numbers 



Pre-Test 



Notes 



1. 29 
x4 



Answers: 



A. 96 

B. 106 



1. D 

2. C 

3. C 



C 108 
D. 116 



2. 26 • 13 = 

A. 39 

B. 38 
C 338 
D. 348 



3. What is the product of 46 and 32? 

A. 78 

B. 1.380 

C. 1,472 

D. 1,792 
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Duty; Whole Numbers 




TasIc: M-S MuldDlv Whole Numbers 






What: (Performance Objective) 


Notes 


You will multiply whole numbers. 




When: (Criteria) 




You will be able to multiply whole numbers correctly 
when you can answer 2 of die 3 questions on the 
post-test contctly* 




Why: 


• 


It is in^xntant to be able to multiply whole numbers 
when conq>utmg multiple food orders, drink orders, 
and when perfonning other customer service activities* 


• 
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Duty: Whole Numbers 



Task: M-5 Multiply Whole Numbers 



Instruction: 

1. Take die pre-test 

2. Read Aepeifofmance objective page. 

3. Participate in tiiedisccussion led by your instnictor. 

4. Do die practice exercise. 

5. Pass die post-test 



Notes 

1. Give the pre-iest 

2. Have class/perscm read the 
performance objective page. 

3. Provide for a discussion on 
multq>lying whole numbers. 

4. Allow students to oxnplete 
the practice exercises. 

5. Conea practice exercises 
with student 

6. If possible, give additional 
problems for examples of the 
performance task to which 
this module is attached. 

7. Give the post-test 

8. Recycle until die student can 
answer 2 of 3 questions on 
the post-test correcdy. 
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Duty: Whole Numbers 



Task: M-5 Mulriolv Whole Numbers 



Practice: 

Coo^lete die practice exeidse. 

DIRECTIONS: If you need scn^ papa, ask your instnictor 
for a blank piece of paper. 

The puipose of tfus practice is to help you 
multiply whole nucibers. 

Read each question. Then read all four of 
thedioicesli^cd. Select the ONE choice 
which best answers the question or com- 
pletes die sentence. Mark this choice on die 
answer s^eet provided by your instructor. 

1. 9x6« 

A. 48 

B. 34 
C 56 
D. 63 



2. 29 
jc4 

A. 96 

B. 106 
C 108 
D. 116 



Notes 

Provide paper for answers and 
computing. 

Answers to practice exercise. 



1. 


B 


21. 


c 


2. 


D 


22. 


D 


3. 


C 


23. 


A 


4. 


A 


24. 


A 


5. 


B 


25. 


B 


6. 


B 


26. 


B 


7. 


C 


27. 


C 


8. 


C 


28. 


A 


9. 


D 


29. 


D 


10. 


B 


30. 


B 


11. 


A 


31. 


C 


12. 


A 


32. 


B 


13. 


D 


33. 


D 


14. 


B 


34. 


B 


15. 


C 


35. 


C 


16. 


A 


36. 


A 


17. 


D 


37. 


D 


18. 


C 


38. 


D 


19. 


C 


39. 


C 


20. 


A 


40. 


A 



3. 3x26 = 

A. 58 

B. 68 
C 78 
D. 87 
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1 Dnty* Whole Numben 

1 Tflfik! M-5 MuldDlv Whole Numbers 




Practice: 


Notes 


4. 429 




x7 




A. 3.003 




B. 2.903 




C 2.976 




Urn ^fOUD 




5. 5.473 




X 8 




A. 43.764 


1 


B. 43.784 


f 


C 4^,792 








6. 15x19* 




A. 134 




B. 285 




C. 1.095 




D. 1.519 




7. 26- 13 = 




A. 39 




B. 38 




C338 




D.348 




8. What is the product of 46 and 32? 




A. 78 




B. 1.380 




C 1.472 




D. 1.792 
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Diifv* Whole Numbers 

Tsifik? M-S MultiDlv Whole Numbers 






Notes 


9. 5x3x7 = 




A. 56 




B. 82 




C 95 




D. 105 




10. 10x10x10 = 




A 1 1M\ 

A. 100 




B. 1.000 




C 1.100 








11. 78 




x62 




A. 4.836 




B. 4.830 




C. 4.786 




D. 624 




12. 46 




x83 




A. 3.818 




B. 3.418 




C 4.018 




D. 1.419 




13. 4.798 








A. 32.586 




B. 33.686 




C 33,545 




D. 33.586 
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Dnty; Whole Numbos 

Task: MS MultiDlv Whole Numbers 




Practice: 


Notes 


14. 516 




x300 




A. 15.480 




B. 154.800 




C 155,800 




D. 1,558,000 




15. 48 




x50 




A. 1,480 




B. 2,480 




C 2,880 




D. 3,080 




16. 34 




xl7 




A. 578 




B. 561 




C. 588 








17. Multiply 4,016 by 2. 




A. 4,032 




B. 8,216 




C. 8,320 




D. 8,032 




18. 68,000 x 8» 




A. 5,440 




B. 54,400 




C 544,000 




D. 5,440,000 
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niity* Whole Numben 

Tusk? M-5 Multiolv Whole Numbers 




Practice: 


Notes 


ly. 19 




X 20 




A. 399 




B. 310 




C 380 




a 210 




20. Which IS largest/ 




A. 5 x7 




B. 4x8 




C 3 X 11 




D. 6x4 




'^i V < . 
21. 7X3 = 




A, 28 




a. jU 




C. 35 




D.57 








JL2. 




A. 55 




B. 95 


f 


C. 105 




D. 135 




23. 4 x 24s 




A. 96 




B. 86 




C. 68 




D. 48 
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Duty: Whole Numbers 



Task: M-5 Multblv Whole Numbers 



24. 617 



A. 1.851 

B. 1.921 
C 1.922 
D. 2.751 



25. 7.121 
X 4 



A. 11.442 

B. 28.484 
C 28.848 
D. 47.565 



Practice: 



Notes 



26. 12x17 = 

A. 108 

B. 204 

C. 208 

D. 719 



27. 13 13 = 

A. 26 

B. 39 

C. 169 

D. 1.313 



28. Whati&»hepaoductof36of63? 

A. 2268 

B. 2368 

C. 2700 

D. 9900 
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Duty! Whole Numbers 

Task? M-5 Multiolv Whole Numbers 




Practice: 


Notes 


29. 7X0X5 = 




A. 30 




B. 42 




C 200 




D. 210 




30. lOxlOxls 




A. 10 




n inn 
JB. lUU 




C 110 




D. 1.000 




31. 516 




xlOO 




A. DiO 




B. 5.160 




C. 51.600 




D. 516.000 




32. 555 




X 21 




A. 1.665 




B. 11.655 




C. 16.656 




D. 16.566 





^ 9S9 Lot AsfektUiiiSid School Distrid 

ERIC 



10 



2r,7 




Duty: Whole Numbers 

Task: M-5 Multiply Whole Numbers 



33. 2.109 
X 14 



Practice: 



A. 10.545 

B. 12.113 

C. 16,109 

D. 29.526 



Notes 



34. 84 
x76 

A. 7,684 

B. 6,384 

C. 6.200 

D. 1.510 



35. 30 
2JSL 

A. 210 

B. 390 

C. 270 

D. 309 



36. 43 
x52 

A. 2.236 

B. 2,136 

C. 1,116 

D. 3.466 
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I riiify; Whole Numbers 

Tflfik: M-S MulbDlv Whole Numbers 




Practice 


Notes 


37. Multq>lyl92by6. 




A. 1,142 




B. 1,088 




C. 3,552 




D. 1,152 




38. 6,051 




2L-3. 




A. 18,053 




B. 18,015 




C 18,083 




D. 18,153 




39. 453 








A. 664 




B. 1,812 




C. 95,583 




D. 98,777 




40. Which is largest? 




A. 8x7 




• B. 4x7 




C. 7x6 




D. 9x6 
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Duty: Whole Numbers 



Task: M-5 Multiply Whole Numbers 



Post-Test 



1. 29 
x4 



A. 96 

B. 106 
C 108 
D. 116 



2. 26- 13* 

A. 39 

B. 38 
C 338 
D. 348 



3. What is the product of 46 and 32? 

A. 78 

B. 1.380 

C. 1,472 

D. 1,792 



Notes 



Answers: 



1. D 

2. C 

3. C 
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1 Dnfy* Decimal Fractions 

1 flfik! M-io Kead and wnte Liecimais 




Pre-Test 


Notes 


1. Eight and three tendis is: 


Answers: 


A. 8.03 


1. B 


B. 8.3 


2. D 


C. .83 


3. D 


D. 80.3 




2. Which of these decimals is largest? 




A. .501 




B. .505 




C. .055 




D. .55 




3 . Which of the following is equal to 0.5? 




A. 0.0005 




B. 0.005 




C. 0.05 




D. 0.50 


• 
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Duty: DeciinaiRacti<ms 



Task: M48 Read and Write Decimals 



What: (Performance Objective) 

You will read and write decimal firactions. 



Notes 



When: (Criteria) 

You will be able to read and write decimal fractions 
contctly when you can answer 2 of the 3 questions on 
the post-test coirectly. 



Why: 

It is important to be able to read and write decimal 
fractions as mon^ is written with the "change" pcntion 
as a decimal fraction. In customer service occupations 
you deal witii money. 
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Duty: Decimal Bractions 



Task: M-18 Read anrf write nirifmu 



Instruction: 
L Take the pre-tesL 

2. Read the peifbmiance objective page. 

3. Take part in the discussion led by your instructor. 

4. Do the practice exercise. 

5. Pass the post-test 



Notes 

1. Give die pre-tcst 

2. Have class^)erson read the 
perfonnance objective page. 

3. Provide for a discussion on 
reading and writing decimals. 

4. Allow students to c<xnplete 
the practice exercises. 

5. Cdnect practice exercises 
with student 

6. If possible, give additional 
problems for examples of the 
perfomiance task to which 
tills module is attached 

7. Give the post-test 

8. Recycle until the student can 
answer 2 of 3 questions on 
the post-test correctly. 
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Duty: Decimal Ptactkms 



Task: M-18 Read and Write Decimals 



Practice: 

Complat die practice exercise. 

DIRECTIONS: If you need soap paper, ask your instructor 
for a blank piece of paper. 

The purpose of diis practice is to help you 
nad and write decimals. 

Read each question. Then read all four of 
the choices listed. Select the ONE choice 
which best answers the question com- 
pletes Ae sentence. Mark this choice (hi the 
answer sheet provided by your instructor. 

1. Which of the following is the smallest number? 

A. .433 

B. .43 

C. .043 

D. .403 



2. Eight and duee tenths is 

A. 8.03 

B. 8.3 
C .83 
D. 80.3 



Notes 

Provide paper for answers and 
computing. 

Answers to practice exercise. 



1. 


C 


21. 


B 


2. 


B 


22. 


C 


3. 


A 


23. 


B 


4. 


D 


24. 


D 


5. 


A 


25. 


A 


6. 


D 


26. 


C 


7. 


B 


27. 


D 


8. 


C 


28. 


A 


9. 


B 


29. 


B 


10. 


A 


30. 


A 


11. 


C 


31. 


B 


12. 


B 


32. 


A 


13. 


D 


33. 


D 


14. 


A 


34. 


B 


15. 


D 


35. 


D 


16. 


A 


36. 


C 


17. 


C 


37. 


A 


18. 


B 


38. 


C 


19. 


C 


39. 


C 


20. 


D 


40. 


D 



3. In 895.723 what numeral represents hundredths? 



A. 2 

B. 5 

C. 7 

D. 9 
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Duty: Decirial Fractions 



Task: M-18 RouI and Write Decimals 



Practice: 



Notes 



4. Which of the following is equal to 0.5? 

A. 0.0005 

B. 0.005 
C 0.05 
D. 0.50 



5 . Which of the following is a way of writing thm 
and two thousandths? 

A. 3.002 

B. 3.02 
C 3.2 
D. .032 



6. Which of the following is a way of writing ten 
and thiity-five thousandths? 

A. 10.0035 

B. 10.350 

C. 10.35 

D. 10.035 



7. Which of the following is a way of writing 
forty-two humbedths? 

A. .0042 

B. .42 

C. 42.00 

D. 4200 



8. How should 7.03 be read? 

A. 7 point 3 

B. 7 and 3 tenths 

C. 7 and 3 hundredths 

D. 7 and 3 thousandths 
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i Duty* Decimal Fractkms 




Tiifik* M-18 Read and Write Decimals 






Practice: 


Notes 


9. Round 7.892 to the nearest me. 




A. 7 

R ft 
0. o 

C 8.0 
D. 7.9 




10. Round 84.687 to the nearest tenth. 




A. 84.7 

B. 84.69 
C 84.6 

U. OJ 




11. Which (^tfiese numbers is the largest? 




A. .02 

B. 2 

C. 2 

D. 1.22 




12. What is the decinudfOT thirty and eighteen 
diousandths? 




A. 30.18 

B. 30.018 

C. 30.180 

D. 30.0018 




13. The 7 in 3.187 means 




A. 7 tenths 

B. 7 hundreds 
C 7 hundredths 
D. 7 thousandths 

II 
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Duty! Decimal Frr^ons 


Task! M-18 Read aiKlWnte Decimals 




PrArtirp* 


Notes 


14. Round 29.45 to the nearest one. 




A. 29 




B. 29.40 




C 29.50 




U. j\J 




15. Which of these decimals is largest? 




A. .501 




B. .505 




C .055 




D. .55 




16. Two hundred one thousandths is 




A. .201 




B. .0201 




C 200.0001 




D. 201.000 




17. Which onr, of the following numbers is greater 




in value than .561? 




A. .5 




B. .516 




C. .6 




D. .51 




1 0. wnicn 01 tne loiiowing is a way 01 writing tive 




hundred one ttousanddis? 




A. .0501 




B. .501 




C. 501,000 




D. 500.1 
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Duty* Decimal Fractums 


Task: M-i8 Read and Write Decimals 




Practice: 


Notes 


19. Which of the following is in order fipom largest 
to smallest? 




A. .20, .25, 1.50, 2.05 

B. 2.05, 1.50, .20, .25 
C 2 05 1 50 25 20 
D. 1.50, 2.05, .25, .20 




20. How wouM you read the decimal .002? 




A. two thousands 

B. two ten thousandths 

two hiindiieHthc 

*^ ^Tvw **%nma vmiio 

D. two thousandths 




21. Which of the following is the largest number? ■ 




A. .8 

B. .9 
C .808 

X^. .www 

D. .889 




22. One and five tenths is 




A. 1.05 

B. 1.510 
C 1.5 
D. .1510 




23. In 4,678.932 what numeral represents hundredths? 




A. 2 
fi. 3 

C. 4 

D. 6 

3 ^^_„^. ; ^„ ,,,_sz:ri^ „..,«zi 
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Duty: Decimal Ractions 



Task: M-18 Read and Write Decimals 



Practice: 

24. Which of the following is equal to .78? 

A. 0.708 

B. 0.078 

C. 0.870 

D. 0.780 



25. Which of die following is & way of writing 
two and 5 tendis? 

A. 2.5 

B. 2.05 
C .25 
D. 205 



26. Which of the following is a way of writing 
two hundreddis? 

A. 200.0 

B. .200 

C. .02 

D. .002 



27. Which of die following is a way of writing 
diirty sever hundreddis? 

A. 3700 

B. 3700.00 
C .037 

D. .37 



28. How should 19.009 be read? 

A. Nineteen and nine diousanddis 

B. Nineteen diousand and nine diousanddis 

C. f^eteen and nine hundreddis 

D. Nineteen and ninety hundredths 



Notes 
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Duty: Decimal Practkms 

Tnslc; M-18 Read «»H Writw TVdfnals 



Practice: 

29. Round 5.509 to the nearest tenth, 

A. 5.0 

B. 5.5 
C 5.51 
D. 5.6 



Notes 



30. Round 103.999 to the nearest one. 



A. 104 

B. 104.99 
C 104.0 
D. 103.99 



31. Which (tf these numbers is the snudlest? 

A. .01 

B. .001 
C .0011 
D. .00101 



32. Write dglit and seven thousandths as a decimal. 

A. 8.007 

B. 8.070 

C. 8,087 

D. 0.087 



33. The 3 in the number 1.2385 means 

A. 3tendis 

B. 3 thousandths 

C. 3 thousand 

D. 3 hundredths 
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Duty; Decimal I%acti(Mis 

Tflfik: M>18 Read and Write Decimals 




Practice: 


Notes 


fvouna 1 1 lo inc ncozcsi icnui* 








B. 123.1 


• 






D. 123. 




wnicii oi incsc nuxnocrs is smaucr inaii .7 : 




A. 1.9 




R 001 




C .91 




D. .19 




JU* 111 Wlilvll i/I UlvoC UUUiUvD UUCS / IlaVw UIC 




OT^Ukf/^t Villi 1^9 

IJIvaiCai Value : 




A. 7.0000 




B 70000 




C. 7,000 




D. .700000 




O t • 7T lUvn Ui UlC lilUUWUlg nUUluCIa IS givillvi Ulall •*t\3D i 




A. .430 




B. .043 




C. .402 




D. .4003 




38. Which of the following is a way of writing forty-three 




hundreatbs? 




A. 4,300 




B. 43.00 




C .43 




D. .043 
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Duty: Decimal Fractions 

Tufik: M«18 Read and Write Decimals 


Practice 

39. Whichof thefoUcmingisinonlerfiomsinallcst 
to largest? 

A. .27, .06. 1.02, .3 

B. .27, .3, .06, 1.02 
C .06, .27, .3, 1.02 
D. .3, .27, .06, 1.02 

40. How would you lead the decimal .04? 

A. four tenths 

B. four thousandths 
C four hundreds 
D. four hundredths 


Notes 

• 
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Duty* DedmalFtacdons 

Tfl fik: M-18 Read and Write Decimals 






Post-Test 


Notes 


1. Ei^t and duee tenths is: 


Answers: 


A. 8.03 


1. B 


B. 8.3 


2. D 


C. .83 


3. D 


D. 80.3 




2 . Which Ol these decimals is lareest'^ 




A. .501 




B. .505 




C .055 




D. .55 




3. Which of die following is equal to 0.5? 




A. 0.0005 




B. 0.005 




C. 0.05 




D. 0.50 


• 
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Kilty; Decimal Fractions 

Task! M-20 Round Decimals fHandle Monev) 




Pre-Test 


iNotes 


1 . Write 2500 another way. 


Answers: 


A. $0.25 


1. B 


B. 52.50 




C $25.00 


2. B 


D. $250 






3- B 


2 • S.02 is the same as* 




A. 200 




B. 2 pennies 




C. 2dimes 




D. 2 dollars 




3 . Round $14. 8467 to the nearest cent 




A. $14.84 




B. $14.85 




C $14.00 




D. $14.90 

l! II Mill ■ M II ' 


• 

1 



O'WLcMAagelMUnifiMlSdioolDiitiict 1 TSD-20027CO 



Duty: DedimilFhirrinn^ 



Task: M'2Q Rwnd Pcgimals (Handle Mgncv) 



What: (Performance Objective) 

You will round decimals and luuidle nx>ney . 



Notes 



When: (Criteria) 



You will be able to round decimals and handle 
money contctly when you can answer 2 of 
the 3 questions on die post-test conectly. 



Why: 

It is important to be able to round decimals and handle 
money to avoid errors when making change, confuting 
a guest check and/or ordering suppUes. 
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Duty : Decmal Fractions 



Task: M''20 Round DedinalsflHaiKUeM^ 



Instruction: 

1. Take the pit-test 

2. Read the perfomiance objective page. 

3 . Take part in die discussira led by your instructor. 

4. Do the practice exercise. 

5. Pass the post-test 



Notes 



1 . Give the pie-test 

2. Have class/perscm itad the 
performance objective page. 

3. Provide for a discussion on 
rounding decimals and 
handling money. 

4. Allow students to complete 
the practice exercises. 

5 . Cdntct practice exercises 
with student 

6. If possible, give additional 
problems for examples of the 
performance task to which 
this module is attached 

7. Give the post-test 

8. Recycle until the student 
can answer 2 of 3 questions 
on the post-test conectiy. 
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Duty: 



IS. 



Task: M-2Q Round TVdmak rHandle Money) 



Practice: 

GompletB the practice exercise. 

ROUNDING DECIMALS AND HANDLING MONEY 

Directions: (If you need scrap paper, ask your 
instructor for a blank piece of paper.) 

The purpose of this practice is to help you 
round decimals and handle nxmey. 

Read each question. Then read all four of die 
chdces listed. Select the ONE choice which 
best answers the question or coaq)letes the 
sentence. Muk this choice on die answer 
sheet provided by your instructs. 

1. Which of these coins has die least value? 
A. JPMUf^ C. 



B. 





D. 




Notes 

Provide paper for answers 
and cranputing. 

Answers to practice exercise. 



1. 
2. 
3. 
4. 
5. 
6. 
7. 



D 
A 
C 
B 
B 
C 
A 



16. A 
17 

18. O 

19. A 

20. B 

21. D 



8. B 

9. D 



10. 
IL 
12. 
13. 
14. 
15. 



D 
B 
A 
D 
A 
A 



22. 
23. 
24. 
25. 



C 
A 
D 
A 



26. B 

27. C 



28. 
29. 
30. 



D 
D 
C 



2. Which of these groups of coins has the greatest value? 



A. 3 dimes 

B. 1 quarter 

C. 17 pennies 

D. 5 nickels 
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Duty: TVrimalPnirtinns 



Taski M-20 Round Decimals (Handle Money) 



Practice: 

3. How much is 2 quarters, 3 dimes, and 2 pennies? 

A. 670 

B. 730 

C. 820 

D. $1.07 

4. How many dimes are there? 



A. 1 

B. 2 

C. 3 

D. 4 

S. Write 2500 another way. 

A. $0.25 

B. $2.50 

C. $25.00 

D. $250 




6. How much money? 



A. 460 

B. 550 



C. 710 

D. 800 




7. Which of these is a conect way to write 5 dollars and 
eighteen cents? 

A. $5.18 

B. 5.180 

C. $518 

D. $5.80 

8. $.02 is the same as 



A. 200 

B. 2 pennies 

C. 2 dimes 

D. 2 dollars 
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Duty; Decunal Ractions 

Tocif « M-2n Round TVrimak (HanHle Monev^ 



Practice: 



9. Which ci diese is die largest amount of money? 

A. $.16 

B. $4.17 

C. $5.95 

D. $16 

10. $1.46 is the same as 

A. 1 dollar-bill, 1 quarter, 1 dime, 1 nickd, 1 penny 

B. 10 dimes, 6 pennies, 4 nickels 

C 5 quarters, 1 dime, 3 nickels, 1 penny 
D. 2 halfndollars, 1 quarter, 4 nickels, 1 penny 

1 1. Round $14.8467 to the nearest cent 

A. $14.84 

B. $14.85 
C $14 
D. $14.90 

12. Eight thousand fifty six dollars and seventy cents is 

A. $8,056.70 

B. $8A'^.07 
C $8,050.70 
D. $856.70 

13. Which of die following is die same as $50.07? 

A. Hve dollars and seven cents 

B. Fifty ddlars and seventeen cents 
C Fifty ddlars and seventy cents 
n. Fifty ddlars and seven cents 

14. Which of these is die largest amount of mmey? 

A. 7 quarten, 1 dime 

B. 17 dimes, 1 nickel, 1 penny 

C 1 dollar-bill, 1 half-dollar, 1 quarter 
D. 1 ddlar-bill, 12 nickels, 12 pennies 
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Duty: TVrimnlFmrtinns 

Task: M.20 Rounri TVdimk (Handle Money) 



Practice: 

IS. If you had oat of each of these, how much money would you have? 

A. $16.91 penny 

B. $15.91 nickel 
C $16.41 dime 
D. $16.89 quarter 

half dollar 
dollar 
five dollars 
ten dollars 



16. Which of these coins has the greatest value? 




17. Which of these groups of coins has die least value? 

A. 3 dimes 

B. 1 quarter 

C. 17 pennies 

D. 5 nickels 

18. How much is 3 quarters, 4 nickels, 1 dime and 2 pennies? 

A. 670 

B. 73* 
C 820 
D. $1.07 

19. Write 250 another way. 

A. $0.25 

B. $2.50 
C $25.00 
D. $250 



230 




Duty S Decimal Rractions 

To^v » M-20 Round Decimals (Handle Mcwey) 



Practice: 



20. One dollar equals how many nickels? 

A. 10 

B. 20 
C 30 
D. 40 

21. Which of these is the conect way to write five dollars and eighty cents? 

A. $5.18 

B. 5.800 
C $508 
D. $5.80 

22. How much oooney is 4 dimes, 1 nickel, and 3 pennies? 

A. 210 

B. 380 
C 480 
D. 570 

23. $.20 is the same as 

A. 200 

B. 2 pennies 
C 2 nickels 
D. 2 quarters 

24. How much nooney is shown? 
A. 160 Jl^^^ 



B. 170 

C. 410 

D. 210 
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])llly : Decimal Eracticms 



Tocif > M-20 Round Decimals (Handle Money) 



Practice: 



25. Which (tfdiese is the smallest amount of money? 



A. $.16 

B. $4.17 

C. $5.95 

D. $16 



26. $1.26 is the same as: 



A. 1 dollar-bill, 1 quarter, 1 dime, 1 nickel, 1 penny 

B. 10 dimes, 6 pennies, 4 nickels 

C. 5 quarters, 1 dime, 3 nickels, 1 penny 

D. 2 half-dollars, 1 quarter, 4 nickels, 1 penny 

27. $101.11 is the same as: 



A. One hundred eleven dollars and one cent 

B. One hundred one dollars 

C. One hundred one doUan and eleven cents 

D. Eleven doUios and eleven cents 

28. Two hundred two dollars and 1 cent is 

A. $220.01 

B. $202.10 
C $220.10 
D. $2C2.01 



29. Which of these is the largest amount of nK)ney? 

A. 9 quarters, 1 nickel, 4 pennies 

B. 14 dimes, 10 nickels, 10 pennies 

C. 1 dollar, 1 quarter, 2 dimes 

D. 1 dollar, 3 quarters, 5 dimes, 8 pennies 



30. Ifyouhaveoneof each of these, 
how much woukl you have? 

A. $31.61 

B. $21.36 
C $31.16 
D. 41.61 



twenty dollar bill 

ten dollar bill 

(xieddlarbill 

dime 

nickel 

penny 
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Duty; Dedmal Fractions 

Tfljsk: M-20 Rouixl Dedinals (Handle Mmev) 




Post-Test 


iNotes 1 


1. Write 2500 another way. 






Answers: 


A. $0.25 


1 R 


B. $2.50 


C. $25.00 


2. 0 


D. $250 


3- B 


2. $.20 is the same as: 




A. 200 




B. 2 pennies 




C 2diines 




D. 2 dollars 




3. Round $14.8467 to the nearest cent 




A. $14.84 




B. $14.85 




C. $14.00 


• 


D. $14.90 
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Duty: Decimal Fractions 



Task: M.91 AHHTVHmak 



Pre-Test 



Notes 



1. 52.6 
+ 1.08 



Answers: 



A. 53.68 

B. 56.808 



1. A 

2. D 

3. C 



C. 536.8 

D. .634 



2. Add .4, 1.6, and .9. 

A. .146 

B. .29 

C. 1.46 

D. 2.9 



3. $5.18 -I- $.09 + $82 = 

A. $87.17 

B. $80.90 

C. $87.27 

D. $87.09 
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Duty: Decimal Fractions 



Task: M-21 Add Decimals 



What: (Performance Objective) 

You will add decimals. 



When: (Criteria) 

You will be able to add decimals conectly when you 
can answer 2 of Uie 3 questions on the post-test conectly. 



Why: 

It is inqxirtant to ir able to add decimals to avoid 
errors wten adding up a guest check (money is written 
as decimals) or performing odier customer service 
activities. 



Notes 
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Duty: DeciinalFractkms 



Task: M«21 AddDcdmals 



Instruction: 

1. Take the pie-test 

2. Read the perfonnance objective page. 

3. Take part in the discussion led by your instructor. 

4. Do the practice exercise. 

5. Pass the post^tesL 



Notes 

1. Give the pre-tesL 

2. Have class/person read the 
performance objective page. 

3. Provide for a discussion on 
adding decimals. 

4. Allow studmts to complete 
the practice exercises. 

5. Conect practice exercises 
with student 

6. If possible, give additional 
problrais for examples of the 
perforamce task to which 
this module is attached 

7. Give the post-test 

8. Recycle until the student can 
answer 2 of 3 questions on 
the post-test conrecdy. 
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Duty: Deciw M»nv»griftn« 

Task: M-21 Add Decimals 



Practice: 

Coiiq>Iete die practice exercise. 

DIRECnOWS: If you need scrap paper, ask your instructor 
for a blank piece of paper. 

The purpose of this practice is to help you 
add decimals. 

Read each question. Then read all four of 
the dunces listed. Select the ONE choice 
which best answers the questiraor com- 
pletes d)e sentence. Mark this chdce (XI the 
answer .idieet rrovided by your instructor. 




A. 6.23 

B. 7.23 

C. 8.3 

D. 9.3 

52.6 
* 1.08 

A. 53.68 

B. 56.808 

C. 536.8 

D. 634 



3. 



$2.89 
1.58 
-f3.59 

A. $7.06 

B. $7.96 

C. $8.06 

D. $8.07 



Notes 

Provide paper for answers and 
computing. 

Answers to practice exercise. 



1. 


C 


21. 


A 


2. 


A 


22. 


c 


3. 


C 


23. 


c 


4. 


D 


24. 


B 


5. 


D 


25. 


C 


6. 


B 


26. 


C 


7. 


B 


27. 


D 


8. 


A 


28. 


D 


9. 


C 


29. 


B 


10. 


D 


30. 


C 


11. 


B 


31. 


A 


12. 


D 


32. 


B 


13. 


D 


33. 


D 


14. 


C 


34. 


B 


15. 


B 


35. 


D 


16. 


A 


36. 


A 


17. 


C 


37. 


D 


18. 


B 


38. 


C 


19. 


A 


39. 


B 


20. 


A 


40. 


A 
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Duty: Decimal Practkws 



Task: M-21 Add Decimals 



Practice: 



Notes 



4. J8-f .301 



A. .00881 

B. .359 
C .58301 
D. .881 



5. Add .4, 1.6, and .9. 



A. .146 

B. .29 
C 1.46 
D. 2.9 



6. 2.4 
t4.75 

A. 6.15 

B. 7.15 
C 9.25 
D. 50.9 



7. .08 + 4.26 + 6.93 = 



A. 10.17 

B. 11.27 

C. 12.13 

D. 18.19 



8. 2.57 
7.2 
+ 9.65 

A. 19.42 

B. 18.43 
C 19.52 
D. 19.43 



TSD-3 0003CX) 



298 







Duty* Decimal Fractions 

! Task* M.21 AHdDeeimiik 




Practice: 


Notes 






A. 43.330 




B 54 500 








D 43 366 




10. .563 




+ 287 








B. .162 




C .580 




D. .850 




11 8 




l7 




5 




+ 6.293 




A. 12.163 




B. 12.263 


• 


C 11 1263 




D. 13.263 




12. 3.89 + .6 + .45 = 




A. 5.14 




B. 5.04 




C 4.40 


• 


D. 4.94 




13. .312 




.047 




■>-.856 




A. .1205 




B. .1215 




C 1.205 




D. 1.215 
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Duty: Decimal FractiCTis 



Task: M-21 Add Decimals 



Practice: 

14. $5.18 + $.09 + $82 < 

A. $87.17 

B. $80.90 
C $87.27 
D. $87.09 

15. $8 + $1.08 » 

A. $1.16 

B. $9.08 
C $8.09 
D. $1.88 

1 6. What is the sum of the following numbers? 



3.6 2.07 .417 3.837 18.3 



A. 28.224 

B. 26.8254 

C. 18.224 

D. 28.214 

17. 35.26 
+ 84.27 



A. .19.42 

B. 119.52 
C 119.53 
D. 129.53 

18. .56 + .065 = 

A. .121 

B. .625 

C. .635 

D. 1.21 



Notes 
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Duty* Decimal Fractions 

Tflfilc! M-21 AddDedxnals 




Pr&ctice: 


Notes 


19. What is more than 6.54? 




A. 7.54 




B. 6.64 




C 6.55 




D 654 




20. 3+1.4» 




A. 4.4 




R 1 7 

O. l.f 




C 7.0 




D. 4.2 




21. 1.0 




.8 




JlA. 




A. 1.9 




B. 1.8 




C. 2.9 




D. 1.081 




22 7 80 








A. 8.102 


f 


B. 8.02 




C 9.02 




D. 9.62 




23. 3.89 




4.00 




■t-5.12 




A. 12.101 




B. 12.01 




C 13.01 




D. 12.91 
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Duty: DedmalPractioPS 



Tnglc; M-21 AddDecimals 



Practice: 



Notes 



24. .63 + 261 



A. 
B. 
C 
D. 



.324 
.891 
3.24 
8.91 



25. .1+.9 



A. 0.10 

B. 1.1 
C 1.0 
D. 10.1 

26. 3.8 
•♦•5.45 

A. 8.125 

B. 8.25 
C 9.25 
D. 16.25 

27. .003 -f- 7.2 = 

A. .723 

B. 7.302 
C 7.230 
D. 7.203 

28. 1.92 
7.3 
•♦•.07 



A. 8.129 

B. 9.79 
C 10.79 
D. 9.29 
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Duty: Decimal Fractions 




TfljBk! M-21 AddDedmals 






rractice: 

29. .734 + 4.1 + 77- 


iNotes 


A. 82.804 

B. 81.83^ 
C 12: 

D. 81.i734 




30. .407 
+ .704 




A. 1.101 

B. 1.011 
C 1.111 
D. 1.201 




31. .3 
.41 

5.002 
+ 11.938 




A. 17.550 

B. 17.650 
C 17.750 
D. 16.1650 


• 


32. 2.45 + .7 + .53 = 




A. 3.68 

B. 3.203 
C 2.98 
D. 4.93 
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Duty: Decimal Rractions 



Task: M-21 AddPedmals 



Practice: 



Notes 



33. .963 
.832 
-►.741 

A. .2536 

B. 2.566 

C. 2.557 

D. 2.556 



34. $17.99 + $J3+ $82 s 

A. $71.81 

B. $100.52 

C. $152.99 

D. $193.40 



35. $21 4- $1.05- 

A. $ 1.26 

B. $21.26 

C. $22.26 

D. $22.05 



36. What is die sum of the following numbers? 



4.3 + 1.5 + 2 + 10.09 



A. 17.89 

B. 18.09 

C. 16.09 

D. 8.809 
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Duty: Decimal Fractkws 



Task: M.?1 AAlTVeimak 



Practice 



Notes 



37. 36.23 



A. 147.37 

B. 1S0.07 
C 133.77 
D. 143.77 



38. .42 + .053 » 

A. .475 

B. .470 
C .473 
D. .4073 



39. What number is equal to .1 more than S.Ol? 

A. 6.01 

B. 5. A1 
C 5.()2 
D. 6.10 



40. 4 + 5,6 = 



A. 9.6 

B. 8.6 

C. 6.0 

D. 22.4 
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1 ntify* Decimal Rnctions 

1 Tflfik; M-22 Subtract DnHnuk 




Pre-Test 


Notes 


1 . 7.833 


Answers. 


• 2.461 






1. D 


A. 5.411 




B. 5.492 


3. C 


C 4.392 




D. 5.392 




^ «1 At til — 

2. 51.45 - 9.7 = 




A . 41.75 




B. 42.75 




C 43.05 




D. 50.48 




3. Find the di£feience between .8 and .627. 




A. .273 




B. .227 




C. .173 




D. .127 
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Duty: Decimal Fractions 



Task: M-22 Subttact Decimals 



What: (Performance Objective) 

You will subtract decimals. 



Notes 



When: (Criteria) 

You will be able to subtract decimals correctly when 
you can answer 2 of the 3 questions on the post-test 
coRcctly. 



Why: 

It is important to be able to subtract decimals to avoid 
errors when adjusting guest checks and performing other 
customer service activities. 
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Duty: l^cimal Fractions 



Task: M-22 Subtn>gtTVdmak 



Instruction: 

1. Take Ae pit-test 

2. Read the perfonnaiK^e objective page. 

3. PaitidpateinAe discussion by led your instructor. 

4. Do the practice exercise. 

5. Pftss the post-test 



Notes 

1. Give die pie-test 

2. Have class^)ersoniead die 
petfonnance objective page. 

3. Provide for a discussion on 
subuacting decimals. 

4. Allow students to ccnnplete 
die practice exercises. 

5. Conect practice exercises 
with student 

6. If possible, give additional 
problems fm examples of die 
pcrfomiance task to which 
dus module is attached. 

7. Give the post-test 

8. Recycle until die student can 
answer 2 of 3 questions on 
the post-test conecdy. 
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Duty: Decimal Ractions 



Task: M-22 Subtm ctTyrinmls 



Practice: 

Con^lctc the practice exeicise. 

DIRECTIONS: If you need scn4)pi^, ask your instructor 
for a blank piece of piq)er. 

The purpose of tfiis practice is to help you 
subtract decimals. 

Read each question. Hien read all four of 
die choices listed. Select the ONE choice 
which best answers the question or com- 
pletes die sentence. Ntok this choice on die 
answer sheet provided by your instructor. 



1. 



8J 
- 4.6 

A. 4.9 

B. 4.1 
C 3.9 
D. 3.8 



7.853 
-2.461 

A. 5.411 

B. 5.492 

C. 4.392 

D. 5.392 



3. 1.2-.7- 



A. 
B. 
C 
D. 



1.5 
.05 

5 



Notes 

Provide paper for answers and 
computing. 

Answers to practice exercise. 



1. 


C 


21. 


B 


2. 


D 


22. 


B 


3. 


C 


23. 


C 


4. 


B 


24. 


D 


5. 


A 


25. 


A 


6. 


A 


26. 


C 


7. 


D 


27. 


D 


8. 


A 


28. 


A 


9. 


D 


29. 


C 


10. 


C 


30. 


B 


11. 


L 


31. 


C 


12. 


B 


32. 


D 


13. 


A 


33. 


D 


14. 


D 


34. 


B 


15. 


D 


35. 


A 


16. 


B 


36. 


B 


17. 


C 


37. 


A 


18. 


B 


38. 


A 


19. 


C 


39. 


C 


20. 


A 


40. 


D 



ERIC 



19 Lm Ai«dM Unified School DUtrkt 



TSD-30004CO 





Duty: Decimal Eractkws 



Task: M-22 Subtract TVrimak 



Practice: 



4. 6.03-. 58 

A. 2i 

B. 5.45 
C 5.55 
D. 6.55 



Notes 



5. Hnd die difference between 8.00 and 7.53. 

A. .47 

B. .53 
C 1.47 
D. 1.53 



6. 51.45-9.7 = 

A. 41.75 

B. 42.75 

C. 43.05 
b. 50.48 



7. 7.10 
- 4 56 

A. 4.54 

B. 3.64 

C. 3.46 

D. 2J4 



8. 7.2 - 3.84 = 

A. 3.36 

B. 3.12 

C. 3.44 

D. 4.44 
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Duty: Decimal Ractions 



Task: M-22 Subtrnctneciinak 



Practice: 



9. 47.803 
- 28.917 

A. 28.886 

B. 18.996 
C 18.896 
D. 18.886 

10. $10- $2.74 « 

A. $8.26 

B. $7.38 
C $7.26 
D. $2.64 



11. 4.2 

-2.97 

A. 2.23 

B. 1.23 
C P..37 
D. 1.37 



12. 9.3 -.75 = 

A. 1.8 

B. 8.55 
C 8.65 
D. 18 



13. 16.2-4.8 

A. 11.4 

B. 12.4 

C. 12.6 

D. 21.0 
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Duty: DedmalRracrions 



Task : M-22 Subtract Decimals 



Practice: 



Notes 



14. 



3.894 
- 1 286 



A. 1.592 

B. 1.612 
C 2.518 
D. 2.608 



15. Subtract .35 from .5. 

A. .85 

B. .40 
C .30 
D. .15 



16. $57 -$2.34 = 

A. $ 1.77 

B. $54.66 
C $54.76 
D. $55.34 



17. Find the difference between .8 and .627. 

A. .273 

B. .227 
C .173 
D. .127 



18. 6- .57* 

A. .51 

B. 5.43 
C 5.57 
D. 6.57 
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Duty: Decimal Fractions 



Task: M-22 Subtract Decimals 



Practice: 

19. Subtract 0.7825 £rom 1. 

A. .7824 

B. .2185 
C .2175 
D. 1.2175 

20. Which of these numbers is .03 less than 6.548? 

A. 6.518 

B. 6.545 
C 6.551 
D. 6.578 

21. 6.7 
-2.4 

A. 3.3 

B. 4.3 

C. 9.1 

D. 12.3 



22. 7.1 

A. .02 

B. 0.2 
C 1.8 
D. 12 



Notes 



23. 8.5 - .3 » 

A. 5.5 

B. 7.2 

C. 8.2 

D. 8.3 
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Duty : Dedmal Rracrions 



Task: M-22 Subtr»^TVrimak 



Practice: 

24. 1101-9.82- 

A. 3.09 

B. 3.19 
C 2.09 
D. 2.19 

25. What is the difference between 7.00 and S.88? 

A. 1.12 

B. 2.12 
C 1.88 
D. 2.88 



Notes 



26. 62.48 - 3.48 - 

A. 63.96 

B. 58.00 
C 59.00 
D. 69.00 

27. 14.20 
-5.30 

A* 8*10 
B. 9.10 
C 9.90 
D. 8.90 

28. 8- 3.24 » 

A. 4.76 

B. 5.24 
C 3.16 
D. 2.44 



FRir 
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1 Dnfy* Dedmal Fractions 

1 Tflfik; M-22 Subtract Decimal^ 




Practice: 


Notes 


29 61 693 




- 3 962 




A. 58.331 




B 58 731 




C 57.731 




D 62 331 








A. $4.«5 




B S3 15 




C $4.15 




D. $6.74 




31 3 3 




- 2.21 




A. .99 




B. .91 




C 1.09 




D. 1.11 


• 


32. 13.4 -. 125 » 


« 


A. 12.275 




B. 12.225 




C. 13.325 




D. 13.275 


* 
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Duty: Dednud Fractions 



Task: M -22 Subtract Decimals 



Practice: 



33. 27.0 -.0037 



27.0037 
26.0037 

C. 26.0963 

D. 26.9963 



A. 
B. 



Notes 



34. 5.832 
-4.002 

A. 1.832 

B. 1.830 

C. 1.834 

D. 9.834 



35. Subtract .730 from .88. 

A. .15 

B. .642 

C. .050 

D. 150 



36. $100-199 = 

A. $ .01 

B. $99.01 

C. $ 1.00 

D. $99.99 
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Duty: Decimal Fractkxw 



Task: M-22 Subtract Decimals 



Practice 

37. Find the difference between 4.14 and 10.006. 

A. S.866 

B. 5.92 
C 9.92 
D. 4.866 



Notes 



38. 3-.69« 

A. 2.31 

B. 2.69 
C 2.41 
D. 3.41 



39. Subtract .0234 fiom 1. 

A. 1.9766 

B. 1.0234 
C .9766 
D. .0233 



40. Which of the numbers is equal to .01 less than 2.222? 



A. 2.122 

B. 2.221 

C. 1.222 

D. 2.212 



12 
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DeciiiMd Ractions 



Ta«ki M-22 Subtract Decimals 



Post-Test 



1. 7.853 
-2.461 

A. 5.411 

B. 5.492 
C 4.392 
D. 5.392 



Notes 



Answers: 



1. D 

2. A 

3. C 



2. 51.45 - 9.7 « 

A. 41.75 

B. 42.75 
C 43.05 
D. 50.48 



3. Hod the difference between .8 and .627. 

A. .237 

B. .227 
C .173 
D. .127 
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Duty* Decimal Fractions 

Tflfilc! M-23 Ma'tiply decimals 




A i IT* A v3i 


Notes 


1. 8.2 


Answers: 


X 7 






1. C 


A. 5.74 


2. B 


B. 55.4 


3. B 






D. 574 




2. .7 X 1.4 = 




A. .081 




B. .98 




C. 81 




D. 98 




3. Hnd the product of .86 and .47. 




A. 4022 




B. .4042 




C 40.22 




D. 40.42 






Duty: Decimal Fractions 



Task: M-23 Multiply Decimals 



What: (Performance Objective) 

You will multiply decimals. 



Notes 



When: (Criteria) 

You will be able to multiply decimals correctly when you 
can answer 2 of the 3 questions on the post-test correctly. 



Why: 

It is inqxjrtant to be able to multiply decimals to 
avoid errors when multiplying the number of the 
same oiders <m a guest check bj^ the cost and 
performing odier customer service activities. 
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..... .......... 



Duty: DcdmalRracticms 



Task: M-23 Multiply Decimals 



Instruction: 

1. Take the pit-test 

2. Read tile perfonnanoe objective page. 

3 . Take part in the discussion led by your instructor. 

4. Do the practice exercise. 

5. Pass the post-test 



Notes 

1. Give die pre-test 

2. Have class/jperscMi read the 
performance objective pagie. 

3. Provide for a discussion on 
multiplying decimals. 

4. Allow students to ccHnplete 
the practice exercises. 

5. CoTitct practice exercises 
with student 

6. Ifpossible, give additional 
problems for examples of die 
paforaiance task to which 
this module is attached 

7. Give die post-test 

8. Recycle until die studmt can 
answer 2 of 3 questions on 
the post-test anrtctly. 
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Duty: Decimal Etactkws 

Task; M-23 Muldolv Decimals 



Practice: 

Complttc die practice exercise. 

DIRECTIONS: If you need scnq> paper, ask your instructor 
for a blank piece of paper. 

The purpose of this practice is to help you 
multiply decimals. 

Read each question. Then read all four of 
the dunces listed. Select the ONE choice 
which best answers the question or com- 
pletes the sentence. Mark this choice (xi the 
answer sheet provided by your instructor. 

1. .6x.8 = 



A. 
B. 
C. 
D. 



.14 
.48 

1.4 

6.4 



2. 8.2 



Notes 

Provide paper for answers and 
computing. 

Answers to pracdce exercise. 



1. 


B 


21. 


A 


2. 


C 


22. 


A 


3. 


B 


23. 


B 


4. 


B 


24. 


C 


5. 


C 


25. 


A 


6. 


C 


26. 


D 


7. 


D 


27. 


D 


8. 


C 


28. 


B 


9. 


A 


29. 


D 


10. 


D 


30. 


B 


11. 


B 


31. 


C 


12. 


A 


32. 


C 


13. 


C 


33. 


B 


14. 


B 


34. 


A 


15. 


D 


35. 


D 


16. 


A 


36. 


C 


17. 


D 


37. 


A 


18. 


A 


38. 


B 


19. 


A 


39. 


D 


20. 


D 


40. 


C 



A. 5.74 

B. 55.4 

C. 57.4 

D. 574 



3. .7 X 1.4 = 



A. .081 

B. .98 
C 81 
D. 98 
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Duty: Decimal Fractions 

Task: M-23 Multiply Decimals 



Practice: 


Notes 


4 1 3 X 52 = 




A. .0676 




B 676 




C .776 




D 67 6 




5 72 








A. J2736 




B 2838 




C 2736 




D. 2836 




6. 52.5 




X 33 




A. .17325 




B. 1.7325 




C. 17.325 




D. 173.25 




7. 4.693 




X. 07 




A. 328.51 




B. 32.851 




C. 3.2851 




D. .32851 




8. 16.34 




X 27 




A. 4.41 




B. 114.38 




C. 441.18 




D 4411.80 
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Duty* Decimal Fractions 
i Tflsk: M-23 Multiolv Decimals 




Practice: 


Notes 


9. 0.S2 X 1,U00 = 




A. 520 




B. 5^ 




C 520,000 








ill. 




x3.6 




A. 7.732 




D. 0.04Z 




C. 6.632 




D. 7.632 








A. .00736 








C .736 




D. .73 


• 


1*7 f)tYTX 


■ 


V nno 




A. .0000657 




B. .000657 




C .00657 




D. .0657 


• 


13. .0017 x 40 = 




A. .0078 




B. .078 




C. .068 




D. .0068 
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Duty : Decimal Fractions 

Task: M-23 Multiply Decimals 



Practice: 

14. Find the product of .86 and .47. 

A. 4022 

B. .4042 
C 40.22 
D. 40.42 

15. Multiply 4.2 by 8.37 and round to the nearest 1. 

A. 350 

B. 35.154 
C 33 

D. 35 

16. Round to die nearest cent: $14.05x6.7 

A. $ 94.14 

B. $ 94.13 

C. $104.14 

D. $941.35 

17. 4.2 X .07 X 1.6 = 

A. 4.704 

B. .1764 
C .294 
D. .4704 

18. Multiply 8.3 by 19.4 and round to the nearest tenth. 

A. 161.0 

B. 161.02 
C 161.1 
D. 161.2 



Notes 
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^ Duty: Decimal Bracdons 

Tflfik! M-23 MultiDlv Decimals 






Practice: 


Notes 


19. 3.268 




X .7 








B. 22.376 








D. 22.876 




20. .3 X .4 X .6 = 




A 1 9 




B. .72 




C. .018 








21. .7x.9 = 




A. .63 




B. 6.3 




C. 1.6 




D. .72 




22. 1.1 




X.7 




A. .77 




B. 7.7 


• 


C. 1.4 




D. 1.8 




23. 1.4 X. 2 = 




A. 2.8 




B. .28 




C. 1.6 




D. 1.8 


• 
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Duty: Decimal Fractions 

Task: M-23 Multblv Decimals 




Practice: 


Notes 


24. L2 X .53 ^ 




A. .m 




B. 0.36 




C .636 




D. 1.73 




25. 54 




A^ 

X .42 




A. 22.68 




D At\ 

B. 32.40 




C .2268 




D. 96.00 








X .*hJ 




A. 45.9 




D* DUO 




C. 185.20 




D. 18.52 


• 


IT lie TAO 

27. ll^.VUo 


• 


X .Ul 




A. 115.708 




B. 1.15709 




C 11.5708 




D. 1.15708 


• 


28. $10.16 




X 4 




A. $4.64 




B. $40.64 




C. $42.64 




D. $50.64 
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Tliity: Decimal Fractions 

Tfljsk! M-23 MultiDlv Decimals 




J^rttvilvc* 


NiAf PC 


29. 0.05 X 1,000 = 




A. 5 




B. 500 




C. .5 




D. 50 




30. 50.16 




X 4.4 




A. 225.104 




B. 220.704 




C. 2251.04 




TX ^^/^ Ail 

D. 2207.04 




31. 07.2 X .UOl = 




A. 0.72 




B. .672 




C. .0672 




D. .00672 




32. .0051 




X .03 




A. .00153 




B. .00453 




C. .000153 




D. .000453 
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Duty: Decimal Btadions 

Task: M-23 Multiply Decimals 



Practice: 



33. .00064x1.000 

A. .0064 

B. .64 

C. 64 

D. 64.000 



34. Find the product of .61 and .49. 

A. .2989 

B. .3079 

C. 29.89 

D. 30.79 



35. Multiply 5. 1 by 8.3 and round off to the nearest one. 

A. 4 

B. 423 

C. 40 
r>. 42 



36. 1.7 X. 9x2.2 = 

A. 1.53 

B. 3.564 

C. 3.j66 

D. 33.66 



Notes 
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Duty: Decimal Fractions 

Tiifik* M-23 Multblv Decimals 




Practice 


Notes 


37. Multiply Souc by .3 and round to me nearest tenth. 




A. 16.9 




B. 17.0 




C 16.86 




D. lOo.O 




38. Multiply 11.16x7 and round to the nearest ten. 




A. 10 




B. 80 




C 90 




D. 780 




3y. le.U4D 








A. .3607 




B. 3.607 




C .3609 




D. 3.609 




40. .2x.5x.8 = 




A. .056 




B. .090 




C. .08 




D. .8 
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Duty: Decimal Racri<»s 

Task : M-23 Muldolv Decimals 



Post-Test 


Notes 


1. 8.2 


Answers: 


X 7 






1. C 


A. 5.74 


2. B 


B. 55.4 


3. B 


C 57 4 




D. 574 




2. .7 X 1.4 = 




A. .081 




B. .98 




C. 81 




D. 98 




3. Hnd the product of .86 and .47. 




A. 4022 




C. .4042 




B. 40.22 




D. 40.42 
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Daty:.fiBficafi. 



TflQk* M.30 Read and Write Ptercents 



Pre-Test 



1. 10% » 

A. .1 

B. .01 

C. .05 

D. .2 



2 . What is 3/5 as a percent? 

A. 35% 

B. 60% 
C 6% 

D. 1662/3% 



1.5 is the same as: 

A. 15% 

B. 105% 

C. 150% 

D. 1 1/2% 



Notes 



Answers: 

1. A 

2. B 

3. C 
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What: (Performance Objective) 



Notes 



You will read and write peicents. 



When: (Criteria) 



You will be able to read and write percents correcdy 
when you can answer 2 of die 3 questions on the 
post-test correcdy. 



Why: 

It is important to be able to read and write percents to 
avoid errors when dealing widi guest chedu and 
performing other customer service activities. 
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Duty; Pfeicents 



Task: M-30 Read and Write Paccnts 



Instruction: 

1. Take the pit'test 

2. Read tfie perfcnmance objective page. 

3. Pailicipate in the discussicm led by your instruct 

4. Do the practice exerdse. 

5. Pass the post-test 



Notes 



1 . Give the pit-tesL 

2 . HAve classy^)ersoa lead the 
performance objective page. 

3 . Provide for a discussion on 
reading and writing percents. 

4. Allow smdents to complete 
the practice exercises. 

S « G)rrect practice exercises 
with student 

6. If possible, give additicmal 
problems for examples of the 
pcxforaiance task to which 
ttus module is attached 

7. Give the post-test 

8. Recycle until tiie student 
can answer 2 of 3 questions 
on the post-test conecdy. 
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Duty:_i 



Tnclr. M-ffl ReadandWrite 



Practice: 

Complete the practice exercise. 



Directi(»s: 



READ AND WRITE PERCENTS 

If you need scrap paper, ask your 
instnictor for a blank piece of pq>er. 

The purpose of this practice is to help you 
read and write percents. 

Read each question. Then read all four of the 
choices listel Select die ONE chdce which 
best answers the questicm or completes the 
sentence. Mark Ais choice on the answer 
sheet provided by your instructs. 



1. 10% 



A. .1 

B. .01 

C. .05 

D. .2 

2. What is 3/S as a percent? 

A. 35% 

B. 60% 

C. 6% 

D. 1662/3% 

3. 3/4 is die same as what percent? 

A. 34% 

B. 7.5% 

C. 75% 

D. 133% 

4. .18is oQtthesameas 

A. 18/100 

B. 9/50 

C 8 hundreds 
D. 3/12 



Notes 

Provide paper for answers 
and cono^uting. 

Answeri to practice exercise. 





A 


21. 


A 


2. 


B 


22. 


L 


3. 


C 


23. 


B 


4. 


D 


24. 


C 


5. 


D 


25. 


D 


6. 


B 


26. 


D 


7. 


C 


27. 


A 


8. 


C 


28. 


A 


9. 


A 


29. 


D 


10. 


A 


30. 


C 


11. 


D 


31. 


C 


12. 


C 


32. 


C 


13. 


D 


33. 


B 


14. 


A 


34. 


A 


15. 


D 


35. 


D 


16. 


B 


36. 


D 


17. 


D 


37. 


B 


18. 


B 


38. 


A 


19. 


B 


39. 


B 


20. 


A 


40. 


C 
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Toclr. M.^ Read and Write: 



Practice: 

5. 80% « 

A. 5/6 B. 3/4 C 5/10 D. 4/5 

6. What £tBction and what percent of the figure has been shaded? 
A. 1/4 = 40% C. 2/5 = 25% 




B. 1/4 = 25% D. 1/3=331/3% 
7. 56% = 

A. 29/50 B. 7/25 C. 14/25 D. 14/50 



8. What percent of the figure is shaded? 
A. 12 B. 25 C.48 D.52 



9. Write 93% as a decimal. 

A. .93 B. .093 C. 9.3 D. .93% 




Notes 
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Duty:^ 



TaA' M-30 Read and Write P> 



Practice: 



Notes 



10. Change 7/12 to a %. 



A. 58 1/3% 

B. 595/12% 

C. 171/7% 

D. 61 2/3% 

11. What is die decimal and reduced fraction for 68%? 

A. .068, 17/25 

B. .068.68/100 

C. .68.68/100 

D. .68.17/25 

12. 1.5 is the same as 

A. 15% 

B. 105% 

C. 150% 

D. 1 1/2% 

13. Which of the following is not the same as the shaded figure? 



D.7% 



14. How would you write 8.5% as a decimal? 

A. .085 

B. .0085 

C. .85 

D. 8.5 



A. 70% 

B. .7 

C. 7 tenths 
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Practice: 



15. Which numeral below is nearest in value to 78%? 

A. 2/3 

B. 7/8 

C. 7/10 

D. 8/10 

16. What is 83 1/3% as a reduced fraction? 

A. 25(V3 

B. 5/6 

C. 2/3 

D. 7/8 

17. Write 4.65 as a percent 

A. .465% 

B. 4.65% 

C. 46.5% 

D. 465% 

18. What is 7 1/2% as a decimal?? 

A. 7.5 

B. .075 

C. 750 

D. 7 1/2 

19. Which of the following is the same as 137 1/2%? 

A. .1375 

B. 13/8 
C 13.75 
D. 137.5 

20. Which numeral below is not equivalent to 1/4? 



A. .14 

B. .25 

C. 25% 

D. 3/12 
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T«cl,. M.^ Ri>i>H and Write Pwcents 



Practice: 



Notes 



21. 5% « 

A. .05 

B. .5 
C .1 
D. .005 



22. What is 2/5 as a decimal? 



A. 2 

B .25 

C .4 

D. .6 



23. 1/4 is the same as what percent? 

A. 75% 

B. 25% 

C. 40% 

D. 14% 



24. 23 is Jist the same as 

. A. 23% 
B. 23/100 
C 23/1000 

D. twenty three hundredths 
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Duty:, 



Toclr. M.30 Read Mid Write: 



Practice: 



25. 125% written as a fraction is 

A. 1.25 

B. 11/25 
C 14/25 
D. 1 1/4 



26. What percent of the figure has been shaded? 



A. 20% 

B. 200% 

C. 25% 

D. 50% 




27. 62% 



A. 31/50 

B. 62/1000 

C. 1 1/3 

D. 26r'50 



Notes 
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Practice: 



28. What percent of the figure is shaded? Round your answer to 
the nearest ten percent 



A. 30% 

B. 40% 

C. 50% 

D. 60% 




Notes 



29. Write 99% as a decimal. 



A. .9 

B. 9.9 

C. 99. 

D. .99 



30. Change 13/15 to a percent 

A. 117/13% 

B. 802/3% 

C. 86 2/3 % 

D. 1155/13% 
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Duty: 



To«lr« M.3Q Read and Write Pteicents 



31 . What is the reduced firaction for 70%? 

A. 1/7 

B. 7/100 

C. 7/10 

D. 70/10 



32. 3.4 is the same as: 

A. 3002/4% 

B. 32/5% 

C. 340% 

D. 34.0% 



33. How much of the figure has been shaded? 



Practice: 



Notes 



A. .3 

B. 25% 

C. 3.0 

D. 30% 
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Ta«lr » M-3Q Read and Write Pfcicents 



34. How would you write 141 .3% as a decimal? 

A. 1.413 

B. 14.130 
C 141.30 
D. .14:1 



35. Which fi:action below is nearest in value to 3S%? 

A. 1/2 

B. 1/4 
C 4/10 
D. 1/3 



36. What is 333 1/3% as a reduced firaction? 



A. 333 1/3 

B. 3001/3 

C. 3/10 

D. 31/3 



Practice: 



Notes 
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Duty:.£BBBDl& 





Toclr. M-30 Read and Write Pacents 



Practice: 



Notes 



37. Write .425 as a percent 

A. 4.25% 

B. 42.5% 
C 425% 
D. .425% 



38. What is 19 1/4% as a decimal? 

A. .1925 

B. 19.40 
C 19.25 
D. 19.025 



39. Which of the following is the sfime as 166 2/3%? 

A. 4/3 

B. 1 2/3 
C 16 2/3 
D. .16623 

40. Which of the following numerals is lu^ equal to 4/25? 

A. .16 

B. sixteen hundredths 
C .425 

D. 16% 
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Duty:..£Basois. 



Taakf M-^ Read and Write Pfcfcents 



Post-Test 



1. 10% » 

A. .1 

B. .01 
C .05 
D. .2 



2. What is 3/S as a percent? 

A. 35% 

B. 60% 
C 6% 

D. 166 2/3% 



1.5 is the same as: 

A. 15% 

B. 105% 
C 150% 
D. 1 1/2% 



Notes 



Answers: 

1. A 

2. B 

3. C 
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nnfy* Percents 

Til jsk ; M-36 Comoute Discounts. MarkoD. Tax. Commission. Interest 




Pre-Test 


Notes 


1. 4% of SIOO.OO s 


Answers: 


A. $.004 


1. D 


B. $.04 




C $.40 


3. D 


D. $4.00 




2. 109 ofS% of what amount? 




A. $1.80 




B. $ .18 




C $4.50 




D. $ .45 




3. John has lunch at a restaurant His bill totals 




$4.25. He wants to leave about 15% of that 




amount as a tip. How much money should 




he leave for the tip? 




A. $ .30 




B. $2.80 




C. $1.00 




D. $ .65 
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Duty* Pocents 


Tsifik ? M-36 Comoute Discounts. Marfan). Tax. Commission. Interest 


What: (Performance Objective) 


Notes 


You will cocaputc discounts, markup, tax, 
conunissioa, interest 




When: (Criteria) 




You will be able to compute discounts, marlnip, tax, 
commission, md interest correctly when you can answer 
2 of the 3 questicms on the post-test concctly. 


- 


Why: 




11 IS UiipiAiani ID oe aoie lo compute oiscounis, niaiikup, 
tax, commission, and interest coir^y to avoid errors 
when adding a guest check, computing your eaminngs 
and perfomiing other customer service activities. 
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Duty; Pnccnts 



Task: M-36 Compute Discounts. Markup, Tax, ComiP isrinn, Interest 



Instruction: 

1. Take the pie-tesL 

2. Read Aeperfoimanoe objective pags. 

3. Listen to Ae discussion by your instractor. 

4. Do the practice exercise. 

5. Pass the post-test 



Notes 

1. Give the pre-tesL 

2. Have class^person read the 
performance objective page. 

3. Provide for a discussion on 
computing discounts, markup, 
tax, conmiission, and interest 

4. Allow students to ccxnplete 
the practice exercises. 

5. Correct practice exercises 
v/ith student 

6. If possible, give additioital 
problems for examples of the 
perfonnance task to which 
this module is attached 

7. Give the post-test 

8. Recycle until die student can 
answer 2 of 3 questions on 
the post-test conecdy. 
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Duty: P erc cn ts 

Task: M'36 Ctoiroute Discounts. Ntokup^ 



Practice: 

Complete die practice exercise. 

DIRECTIONS: If you need scnq) paper, ask your instructor 
for a blank piece of paper. 

The purpose of diis practice is to help you 
compute discounts, markup, tax, com- 
missicm, and interest 

Read each questkm. Then read all four of 
diedioiceslistBd Sdectdie^J^chok^e 
which best answer the questkm or com* 
pletes die sentence. Maikdns choice on die 
answer ^eet provided by your instructor. 

1. 4% of $100.00 s 

A. $ .004 

B. $ .04 
C $ .40 
D. $4.00 



Notes 

Ptovide paper for answers and 
computing. 

Answers to practice exercise. 



1. 


D 


16. 


C 


2. 


B 


17. 


A 


3. 


B 


18. 


B 


4. 


D 


19. 


A 


5. 


B 


20. 


C 


6. 


A 


21. 


C 


7. 


D 


22. 


A 


8. 


C 


23. 


A 


9. 


C 


24. 


C 


10. 


D 


25. 


A 


11. 


D 


26. 


A 


12. 


A 


27. 


B 


13. 


D 


28. 


A 


14. 


B 


29. 


C 


15. 


C 


30. 


D 



2. What is 85% of $600? 



A. $501 

B. $510 
C $5,100 
D. $51,000 



3. 5% of $6.00 « 



A. $ .03 

B. $ .30 
C $3.00 
D. 3.30 
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Hiity? Percents 




Tufik; M-36 Conroute Discounts, Maikuo. Tax. Commission. Interest 




Practice: 


Notes 


4. Find. 1% of $2,000? 




B. $200 
C $ 20 
D. $ 2 




5. What is 4 1/2% of $20.00? 




B. $ .90 
C $8.50 
D. $9.00 




6. Whatis331/3%of$48.? 




/\. 910 

B. $18 
C $20 
D. $24 




7. Hnd 45% of $83.75 to the nearest cent 




A. $ 3.77 

B. $37.6875 

C. $38.00 

D. $37.69 


• 


8 . What is 1/2% of $83.75 to the nearest cent? 




A. $2500 

B. $ 250 

C. $ 25 

D. $2.50 
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Duty; Pttccnts 




Tfljek? M-36 C(mn)uteIMscoimts.MaikuD.Tax.Goiimiission.''ate^ 




Practice: 


Notes 


9. $360 less 25% is what amount? 




A. $ 90 

B. $240 
C $270 
D. $335 




10. How much is $54.70 increased by 8% to the nearest cent? 




A. $59.80 

B. $98.46 
C $43.76 
D. $59.08 




11. Whatisl00%of$275? 




A. $ .275 

B. $2.75 

C. $27.50 

D. $275 




12. 2% of $100 




A. $ .02 

B. $ .2 
C $ .002 
D. $2.0 




13. 50% of $100 = 




A. $ .005 

B. $ .05 

C. $ 5.00 

D. $50.00 
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Duty: Percents 

Task: M-36 Compute Discounts. Maitaio. Tax. Comm ission, Tnterest 



Practice: 


Notes 


14. 75% of $200=: 




A. $75 

B. $150 
C $ 15 
D. $.75 




15. 5% of $9.00 = 




A. $5.00 

B. $ .50 

C. $ .45 

D. $ .05 




16. Whatis51/2%of$50? 




A. $ 5.50 

B. $10.10 
C $ 2.75 
D. $27.50 




17. Hnd 45% of $45.50 to the nearest cent 




A. 20.48 

B. 20.40 

C. 20.00 

D. 22.75 




18. $100.00 increased by 8% is 


• 


A. $100.80 

B. $108.80 
C $100.08 
D. $180.00 
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1 Tliity* Percents 




Tflfik* M-36 Ccmroute Discoimts. MarkuD. Tax. Coimnission. Interest 


Practice: 


Notes 


19. If a $3.60 item sells for $2.80, what is the 
percent decrease? 




A. 222/9% 

B. 28 4/7% 
C 77 7/9% 
D. 1284/7% 




20. To the nearest oercenL $50 is what % of $475? 




A. 5% 

B. 9% 
C 11% 
D. 15% 




21. $50 is 10% of what amount? 




A. $ 5.00 

B. $ 20.00 

C. $500.00 

D. $550.00 




22. $.09 is 5% of what amount? 




A. $1.80 

B. $ .18 

C. $4.50 

D. $ .45 


• 


23. $7,680 is 12.8% of what number? 




A. $60,000. 

B. $ 9,830.40 
C $ 6,000. 
D. $98,304 
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Duty: Percepts 



Task: M-36 ComDute Discounts. Markup. Tax. Commission. Interest 



Practice: 

24. $471.24 is IS.4% of what number? 

A. $ 7J06 

B. $ 725.71 
C $3,060 
D. $7,257.10 



Notes 



25. $74 is 10% of what number? 

A. $740 

B. $74 
C $7.40 
D. $.74 



26. $71 is 25% of what amount? 

A. $284 

B. $17.75 

C. $28.40 

D. $177.50 



27. $1.86 is 6% of what amount? 

A. $ 3.10 

B. $31.00 

C. $36.00 

D. $ .32 
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Hufy* Peicents 



Task: M-36 Q)inDute Discounts. Markup. Tax. Commission. Interest 



Practice: 



Notes 



28. Hnd the total cost of a dinner costing $12.99, if 
the sales tax is 6%. 

A. $13.77 

B. $12.21 
C $20.78 
D. $13.76 



29. Jenny Wu and her fieunily are eating dinner at a 
restaurant The total bill fiar the dinner comes to 
$28.86. If Jenny wants to give die waiter a 15% 
tip, how much nxMiey would she leave for a tip? 

A. $2.89 

B. $3.4S 
C $4.33 
D. $ .42 



30. Margie has lunch at thea Drop-In Cafe. Her bill 
totals $425. She wants to leave about 15% of that 
anx>unt as a tip. How much money should she 
leave for die tip? 

A. $ .30 

B. $2.80 

C. $1.00 

D. $ .64 
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Duty: Pe icea ts 



Task: M-36 Compute Discounts. Markup. Tax. Commission. Interest 



Post-Test 



1. 4% of 100: 

A. .004 

B. .04 
C .40 
D. 4.0 



2. $.09 is S% of what amount? 

A. $1.80 

B. $ .18 

C. K50 

D. $ .45 



3. Jcdm has lunch at a restaurant His bill totals $4.25. 
Ue wants to leave about 15% of that amount as a tip. 
How much nxMiey should he leave for the tip? 

A. $ .30 
C $2.80 

B. $1.00 
D. $ .64 



Notes 



Answers: 



1. D 

2. A 

3. D 
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nnfy; Calcalatcr Gnceots 

TfljBlc; M-71 Use Calculator Ooerations 




rre- i est 




1. Subtract 127 from 5 12. 


Answers: 


A. 385 


1. A 


B. 639 


2. B 


C 295 


3. C 


D. none of the cbovc 




2. Multiply 18 times t9 times 4. 




A. 342 




B. 1,368 




C 85.5 




D. none of the above 




3. 887 V 17.740 « 




A. 16,853 




B. 0.05 




C 20 




D. none of the above 


• 

1 
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Diity: Calciilator Concepts 



Tttfilr; M-71 Use Calculator Operations 



What: (Performance Objective) 

You will use calculator operations. 



Notes 



When: (Criteria) 

You wiU be able to use calculator operaticms when you 
can ui:e a calcuLam to answer 'I of tiie 3 questions on tiie 
post-test crattctly. 



Why: 

It is in^xsrtant to be able to use calculator q>erations to 
solve pioUems nioit quickly and accurately. 
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Duty: Calculator Concepts 



Task: M-71 Use Calculator O 



Instruction: 
L Take die pre-test 

2. Read die perfcxmance objective 

3. Paitidpateintiiediscussicmledby yourinstracw 

4. Do the practice exercise. 

5. Pass tile post test 



Notes 

1. Give tiie pre-tesL 

2. Have class^)erson read tfie 
pofonnance objective page. 

3. Provide for a discussion on 
using calculator operations. 

4. Allow students to complete 
the practice exercises. 

5. Contct practice exercises 
with student 

6. If possible, give additional 
problems tor examples of the 
perfomiance task to which 
tius module is attached 

7. Give the post-test 

8. Recycle until the student can 
answer 2 of 3 questions on 
the post-test correctiy. 
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Duty: Qiknilator Concepts 



Task: M-71 Use Calculator Operations 



Practice: 

Complete die practice exercise. 

DIRECTIONS: The purpose diis practice is to help you 
use an etoctnxdc calcubuor. 

Use a calculator to find the answers to die 
following problems. When die conect 
answer 6xs not appcu in A, B, C 
choose "D. none of the above." 

For each problem mark your choice on the 
answer sheet provided your instructor. 

Use die calculator to work each probleoL 
YOU WILL NOT BE GIVEN SCRAP 
PAPER FOR THIS TEST. 

1. Add 2 plus 9 plus 3. 

A. 4 

B. 10 

C. 15 

D. none of die above 

2. Subtract 127 from 512. 

A. 385 

B. 639 
C 295 

D. none of die above 

3. Multiply 18 times 19 dmes 4. 

A. 342 

B. 1,368 
C 85.5 

D. none die above 

4. Divide 1,345 by 269. 

A. 1,076 

B. 20 

C. 5 

D. none die above 



Notes 

Provide paper for answers and a 
calculator. 

Answers to practice exercise. 



1. 


D 


21. 


D 


2. 


A 


22. 


B 


3. 


B 


23. 


A 


4. 


C 


24. 


C 


5. 


A 


25. 


A 


6. 


A 


26. 


D 


7. 


D 


27. 


C 


8. 


C 


28. 


D 


9. 


A 


29. 


A 


10. 


B 


30. 


B 


11. 


C 


31. 


D 


12.. 


A 


32. 


C 


13. 


D 


33. 


D 


14. 


B 


34. 


B 


15. 


C 


35. 


C 


16. 


B 


36. 


B 


17. 


C 


37. 


D 


18. 


B 


38. 


C 


19. 


D 


39. 


A 


20. 


B 


40. 


B 
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Duty: Calculator Concepts 

Task: M-71 Use Calculator Operations 



Practice: 

5. Add the following numbers. 

1,118 
47 
1,547 
652 
+ 6 



Notes 



A. 3,370 

B. 3,364 
C 707.665 

D. none (tf the above 



6. What is the difference between 78,344 and 93,257? 



A. 14,913 

B. 14.824 

C. 5,913 

D. none of the above 



7. 444 X 9,367 = 



A. 4,158,938 

B. 9,811 

C 4,162,944 

D. none of the above 

8. 887 ) 17,740 = 

A. 16,853 

B. 0.05 

C. 20 

D. none of the above 



9. 9 + 382 - 24 = 



A. 367 

B. 397 

C. 340 

D. none of the above 
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i Tliity* Calculator Concepts 

Tflfik: M-71 Use Calculator Ooeradons 




Practice: 


Notes 


10. 16,542 -8,875- 411 « 




A. 8,078 

B. 7,256 
C 25,006 

D. iKMie of die above 




11. 120.000 multipUed by 43 s 




A. 4,290,000 

B. 516,000 
C 5,160,000 

D. mxie of the above 




12. 10,000 divided by .004 equals 




A. 2,500,000 

B. 250,000 

C. 400.000 

D. none (rf the above 




13. Add 10.427.2 plus 1.200 plus UOO. 




A. 533.6272 

B. 10.949.2 
C 9,749.2 

D. none (rf the above 




14. 1,299-4.5-322 = 




A. 1,625.5 

B. 972.5 

C. 932 

u. uoDt Cft the above 




15. Multiply 1,509 by 277. 




A. 4,155 

B. 415.550 
C 417,933 

D. none of the above 
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Tfl fik: M-71 Use Calculator Ooeradons 




Practice: 


Notes 


16. 41,472+144 = 




A. 306.75 


« 


B. 288 




C 41 328 








17. 89,456,123 - 23,654,987 + 32,795,681 - 31,642,987 = 




A. 43,298,843 




B. 64,648,442 




C 66953 830 








18 1476320x725 + 04 = 




A 25 643^00 




B. 26,758,300 


• 


C. 8,145,312.7 




D none of the ahove 




19. Add the following numbers 




.10 




12.79 




4.53 




79 




3 99 




1 29 




+ 2.63 




A. 26.02 




B. 25.02 




C. 21.49 




D. lUMie of the above 




20. 22,192^ 16,748.264 




A. .754698 




B. 754.698 




C 87230.54 




D. 761.28 
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Diity: Peicents 

Task ! M-36 Gomoute Discounts. MaikuD. Tax., Commission. Interest 




Post-Test 


Notes 


1 AOL 1 An ^ 


/\nswci5. 


A. .004 


1. D 


IS. .04 




C .40 


3. D 


LI. 4.U 




Z. $.Wis3%ot wnatamount/ 




A. )i.oU 




B. $ .18 




C $4.50 




D. $ .45 




3. John has lunch at a lestauianL His bill totals $4.25. 




He wants to leave about 15% of that amount as a tip. 




How much nxmey should he leave for the dp? 




A. $ .30 




C. $2.80 




B. $1.00 




D. $ .64 


• 
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Duty : CwlailatcrConcepB 



Task: M-71 Use Calculaior Operations 



Pre-Test 



Notes 



1. 



Subtract 127 from 512. 



Answers: 



A. 385 

B. 639 
C 295 



1. A 

2. B 

3. C 



D. none of the above 

2. Multiply 18 times 19 times 4. 

A. 342 

B. 1.368 
C 85.5 

D. none of Ae above 

3. 8f V 17,740 = 

A. 16.853 

B. 0.05 
C 20 

D. none of the above 
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Duty: Calcnlatcr Concepts 



Task: M-71 Use Calculator Operations 



What: (Performance Objective) 



Notes 



You will use calculator operations. 



When: (Criteria) 

You wiQ be able to use calculator operations when you 
can use a calculator to answer 2 (tf the 3 questions on die 
post-test conectly. 



It is inqxxtant to be able to use calculator q)erations to 
sdve proUems more quickly and accurately. 



Why: 
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Duty: Calailator Concepts 

Task; M-71 Use Calculator Operations 



Instruction: 




Notes 




1 


Give the Dfe>tesL 


2. Read the performam^e objective pa^^ 

3. Pmidpate in the discussion led by your instroc^ 

4. Do the practice exercise. 


2. 
3. 


Have class/person read the 
p^ormance objective page. 

Provide for a discussion on 
using odcdatof qierations. 


5. Pass the post test 


4. 


Allow smdents to cmplete 
the practice exercises. 




5. 


Correct practice exercises 
with student 




6. 


If possible, give additional 
problems for examples of the 
perfonnance ta^ to which 
this nxxiule is attached 




7. 


Give the post-test 




8. 


Recycle until the student can 
answer 2 of 3 questions on 
ih^ post-test correcdy. 
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Duty: Cateiilator Concepts 

Task: M-71 Use Calculator Operations 



Practice: 

Coa^lete die practice exercise. 

DIRECTIONS: The purpose of this practice is to he^ you 
use an electronic calculator. 

Use a calculator to find the answers to the 
following ixic4)lems. When the correct 
answer (toes not appear in A, B, C, 
choose "D. none of the above." 

For each problem naaik your dioice on the 
answer sheet provided 1^ your instructor. 

Use die calculator to woik each problem. 
YOU WILL NOT BE GIVEN SCRAP 
PAPER FOR THIS TEST. 

1. Add 2 plus 9 plus 3. 

A. 4 

B. 10 
C 15 

D. none of the above 

2. Subtract 127 from 512. 

A. 385 

B. 639 

C. 295 

D. none of the above 

3. Multiply 18 times 19 times 4. 

A. 342 

B. 1.368 

C. 85.5 

D. none of the abcv*. 

4. Divide 1,345 by 269. 

A. 1,076 

B. 20 
C 5 

D. none (tf the above 



Notes 

Provide paper foe answers and a 
calculator. 

Answers to practice exercise. 



1. 


D 


21. 


D 


2. 


A 


22. 


B 


3. 


B 


23. 


A 


4. 


C 


24. 


C 


5. 


A 


25. 


A 


6. 


A 


26. 


D 


7. 


D 


27. 


C 


8. 


C 


28. 


D 


9. 


A 


29. 


A 


10. 


B 


30. 


B 


11. 


C 


31. 


D 


12. 


A 


32. 


C 


13. 


D 


33. 


D 


14. 


B 


34. 


B 


15. 


C 


35. 


C 


16. 


B 


36. 


B 


17. 


C 


37. 


D 


18. 


B 


38. 


C 


19. 


D 


39. 


A 


20. 


B 


40. 


B 
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i Duty: Calculator Concepts 


1 Tusk* M-71 Use Calculator ODeratbns 




Practice: 


Notes 


5. Add the following numbers. 


• 


l.llg 
47 
1.547 
652 
+ 6 




A. 3.370 

B. 3.364 
C 707.665 

D. ncme of the above 




6. What is the difference between 78.344 and 93.257? 




A. 14.913 

B. 14.824 

C. 5.913 

D. none of the above 




7. 444 x 9.367 = 




A. 4.158.938 

B. 9.811 

C. 4.162.944 

D. none the above 


• 


8. 887 ) 17.740 « 




A. 16.853 

B. 0.05 

C. 20 

D. none of the above 


■ 


9. 9 + 382 - 24 = 




A. 367 

B. 397 

C. 349 

D. none of the above 
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Duty : CalculatnrCooccDts 



Task: M-71 Use Calculator Opentions 



Practice: 

10. 16,542 - 8,875 - 411 = 

A. 8,078 

B. 7,256 
C 25,006 

D. mme of the above 

11. 120,000 multipUed by 43 = 

A. 4,290,000 

B. 516,000 
C 5,160,000 

D. iKMie the above 

12. 10,000 divided by .004 equals 

A. 2,500,000 

B. 250,000 
C 400,000 

D. none <tf the above 

13. Add 10,427.2 plus UOO plus UOO. 

A. 533.6272 

B. 10,949.2 

C. 9,749.2 

D. none of the above 

14. 1,299 - 4.5 - 322 = 

A. 1,625.5 

B. 972.5 

C. 932 

D. none of the above 

15. Multiply 1,509 by 277. 

A. 4,155 

B. 415,55*3 
C 417,933 

D. none of the above 



Notes 
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1 Task: M-71 Use Calculator Ooerations 




r^a^;llce• 


]\J AG 


16. 41.472 •■144- 




A. 306.75 




B. 288 




C 41,328 




D. none of the above 




17. 89.45€,123 - 23,654,987 + S2J95,681 31,642,987 = 




A. 43,298,843 




o. 64,649,442 




C 66,953,830 




D. mme (tf tlw above 




18. 1,476,320 x 7.25 + 0.4 = 




A. 25,643,200 




B. 26,758,300 




C. 8»145»312.7 




D. none of the above 




19. Add the following numbers. 




.10 




12.79 




A a 
4.53 


* 


.79 




3.99 




1.29 




+ 2.63 




A. 26.02 




B. 25.02 




d 21 49 




D. none the above 




20. 22,192 ^ 16,748,264 


• 


A. .754698 




B. 754.698 




C 87230.54 




D. 761.28 
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riiify! Calculator Concepts 
i Tflfik: M-71 Use Calculator Ot)erations 








21. Add 3 plus 11 plus 4. 




A. 10 




0. M 




C 3,114 




D. none of the above 




22. Subtnct 238 firom 652. 




A. 890 




D. 414 




C 238 




D. none of the above 




23. Multiply 24 times 41 times 2. 




A. 1.968 








C 67 




D. none of the above 




24. Divide 17,775 by 711 








B. 250.35 




C. 25 




D. none of the above 




25. Add the folloviing numbers. 




2,242 




433 




27 




244 




+ 2 




A. 2,948 




B. 2,946 




C. 2,921 




D. none of the above 





1989 LnAiifelM Unified School Distriet 8 TSD-3 0008CO 





niity; CalcuIaiiorCoaceDts 




Tflfikt M-71 Use Calculator Ooerations 






Practice: 

26. What is the difference between 114,001 and 2,983? 


Notes 


A. 111,081 

Q 1 1 1 ni fi 
IS. iii.Uio 

C. 38^ 

D. none of the above 




27. 824 X 10,742 = 




A. 8,764,108 

C. 8,851,408 

D. none of the above 




28. 654^13,734 




A. 654 

C. 10 

D. none of the above 




29. 11+427-101 = 




A. 337 

C. 539 

D. none of the above 




30. 9,042 - 2,900 + 814 = 




A. 6,128 

B. 6,956 

C. 12,756 

D. none of the above 




31. 1,243 mulUpUcd by 57 = 




A. 70,000 

B. 124,357 

C. 117,851 

D. none of the above 
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Duty: Calculator Concepts 



Task: M-71 Use Calculator Operations 



Practice: 

32. 21 divided by 10 « 

A. 2 

B. .476 

C. 2.1 

D. none of the above 

33. Add 15,559 plus 27 minus 10.660. 

A. 4.926 

B. 26,192 
C 4,872 

D. none of the above 

34. 21,490- 115.05 + 32.5 = 

A. 20,407.45 

B. 21,407.45 
C 21,637.55 

D. none (tf the above 

35. Multiply 92 x 241x9 

A. 922.419 

B. 199,550 
C 199.548 

D. none (tf the above 

36. 74U 71,136 = 

A. 669.864 

B. 96 

C. 101042 

D. none of the above 

37. 1,125,526 - 250.729.2 + 75.552 - 1001 = 

A. 949,347.9 

B. 1,301.704.2 
C 798,243.8 

D. none of the above 



Notes 
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Duty* Calculator Concerns 

Tflick! M-71 Use Calculator Ooeradons 




Practice: 


Notes 


Jo. iUUU + .UUa = 




A. 2 




IS. 3Uu 








u. none ot tne aoove 




39. Add: 




2 340 00 




22.50 








iO.UU 




+ 2.432.00 




A. 32,869.70 




B. 32,896.70 




C 32,879.60 




D. none of the above 




40. 187n7,913,421 = 




A. .0000049 




B. 202,745.56 




C. .2027455 




D. 37.913,234 
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Duty? Calculator Concepts 

Tflslc! M-71 Use Calculator Ooerations 




Post-Test 


Notes 


1. Subtract 127 from 512. 


Answers: 


A. 385 


1. A 


B. 639 


2. B 


C. 295 


1 P 


D. none of die above 




2. Multiply 18 times 19 times 4. 




A. 342 




B. 1,368 




C 85.5 




D. none of Ae above 




3. 887 V 17,740 = 




A. 16,853 




B. 0.05 




C 20 




D. none of the above 
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Duty: Calculator Concepts 



Task: M-73 Estiinatc to Dctenmnc if Solutions are Reasonable 



Pre-Test 





Item 


Amount 


Dinner 


10.16 


Beverage 


2.45 














































Sub-total 


$14.46 


5% Tax 


$ .58 


Total 


$15.04 



Notes 



Answers: 

1. B 

2. A 

3. B 



A. Yes 

B. No 



Q ">S9 Lot Ai«dM Umfied Schml DUtrict 
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Duty: CalCTilator Concepts 



Task: M-73 Estiipata tn Petemnine if Solurions are Reasonable 



Pre-Test 



2. 





Kern 


Amount 


1 Lame Pizza 




With Everything 


9.90 


4 Small Cokes 


3.00 










































Sub-total 


$12.90 


5% Tax 


$ 2.00 


Total 


$14.£0 



A. Yes 

B. No 



O mLMAueles Unified School District 

ERIC 



Notes 



TSD-3 OOOUCO 




Duty: Calculator Concepts 



Task: Fietimat^. tn TVti»nnine if Soltttijns are Reasonable 



3. 



Pre-Test 





Item 


Amount 


Chicken Dinner 


6.35 


Bar-B-Que Ribs 


5.50 


Salad 


2.50 


Cheese Appetizer 


3.25 


Beverage 


3.00 


































Sub-total 


$20.60 


5% Tax 


$ 1.03 


Total 


$22.63 



A. Yes 

B. No 



Notes 
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Duty: Catoilator Concerts 



Task: M-73 Estii^ ^ti^^TVM nniiie if Soluriom are Reasonable 



You will estimate to determiiie if solutions are reasonable. 



When: (Criteria) 

You will be able to estimate to detcmiine if soluticxis are 
reasonable when you can answer 2 of the 3 questions on the 
post-test correctly. 



It is in^ortant to be able to estimate to determine if solutions 
are reasonable to avoid obvious mots when handling money 
and performing other customer service activities. 



What: (Performance Objective) 



Notes 



Why: 
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Duty: Calciilatnr Concepts 



Task! M-73 Estimaie to Dctennine if Solutions ait ReasoM^ 



Instruction: 

1. Take the pit-test 

2. Read tfie peifonnance objective page. 

3. Take part in the discussion led by your instructor. 

4. Do the practice exercise. 

5. Pass the post-test 



Notes 

1. Give the pre-test 

2. Have cLss/person read the 
perfomiance objective page. 

3. Ptovide for a discussion on 
estimating to detenmne if 
solutions are reasonable. 

4. Allow students to ccnnplete 
the practice exercises. 

5. Gir rea practice exercises 
with student 

6. If possible, give additional 
problems for examples of the 
perfonnance task to which 
this module is attached. 

7. Give the post-test 

8. Recycle until tlie student can 
answer 2 of 3 questions on 
the post-test correctly. 
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Duty: Calcuiator Concerns 



Task: M-73 EstipMtn m nerenmne if Solutions are Reasonable 



Practice: 

Complete the practice exercise. 

EXERCISES: Examine each guest check. If the check locdcs 
accurate, select "A" for yes, If the check looks 
in enor, select "B" for no. REMEMBER! 
This exercise is on estimating ani you are not 
to use caknilaiors or pencil and paper. 



Notes 

Provide paper for answers. 

Answers to practice exercise. 

1. B 

2. B 

3. A 

4. A 

5. B 

6. B 

7. A 

8. B 

9. B 

10. B 

11. B 

12. A 

13. B 

14. B 

15. B 

16. A 

17. A 

18. A 

19. B 

20. B 
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Duty: Calculator Concepts 



Task: M-73 Estimate to Detennine if Sdutions are Reasonable 



Practice: 



1. 



^::.S^':,v.- ^'■A^^.^ISS^'^ffXi^*^^-*- ........ .t:- ■ •: V' : 


ttem 


Amount 


Dinner 


10.16 


Beverage 


2.45 














































Sub-total 


$14.46 


5% Tax 


$ .58 


Total 


$15.04 



A. Yes 

B. No 



Notes 



*989 Lm Anaelv Unified School Diitrict 
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Duty: Calculator Concepts 



Task: M-73 Estimate to Determine if Solutions are Reasonable 



2. 



Practice: 





Item 


Amount 


1 Large Pizza 




With Everything 


9.90 


4 Small Cokes 


3.00 










































Sub-total 


$12.90 


5% Tax 


$ 2.00 


Total 


$14.90 



Notes 



A. Yes 

B. No 
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Duty: Calculator Concepts 



Tacir. Fsrimate tp Dctenmiie if Solutions aiB Rcasonablc 



Practice: 



3. 





Item 


Amount 


Breakfast 


2.75 


Coffee 


1.00 


Orange Juice 


1.00 










































Sub-total 


$ 4.75 


5% Tax 


$ .24 


Total 


$ 4.99 



A. Yes 

B. No 



Notes 



ERIC 
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Duty: Calculator Concepts 



Task: M-73 Estiim>te tn TVrmmne if Solutions are Reasonable 



4. 



Practice: 





Item 


Amount 


RIet Mignon 


18.95 


Pork Chops 


13.75 


Chefs Salad 


4.95 


Coffee 


1.00 


Tea 


1.00 


































Sub-total 


$39.65 


5% Tax 


$ 1.98 


Total 


$41.63 



Notes 



A. Yes 

B. No 
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Duty: Calculator Concerns 



Task: M-73 Estimale to Detemaine if Solutions are Reasonable 



Practice: 



5. 





Item 


Amount 


Dinner for 2 


19.95 


2 Dinner Salads 


4.90 


Beverage 


3.00 










































Sub-total 


$31.85 


5% Tax 


$ 1.59 


Total 


$33.04 



Notes 



A. Yes 

B. No 



^ ^89 Ln AngelM Unified School Dif ffict 
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Duty: Cateiilator Concepts 



Task : Fsrinmtft tn TVrm mne if Solutions are Reasonable 



6. 



Practice: 







Item 


Amount 


Breakfast Special 


2.95 


Ham & Eggs (Scrambled) 


3.45 


Coffee (2) 


2.50 










































Sub-total 


$ 8.90 


5% Tax 


$ .45 


Total 


$12.35 



A. Yes 

B. No 



Notes 
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Duty : CatailatorConcepte 

X5isk: M-73 EstipM'»'*"TVtwTnine if Solutions are Reasonable 



Fk«ctice: 



Notes 



7. 





Item 


Amount 


Special 


5.45 


Hamburger and Fries 


3.40 


Chicken Salad 


2.95 


Tuna Sandivich (Grilled) 


2.95 


4 Cokes 


3.40 


































Sub-total 


$18.15 


5% Tax 


$ .91 


Total 


$29.06 



A. Yes 

B. No 
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Duty: Calculator Concepts 



Task: M-73 Estjgmtft tn DefCTTTiine if Solutions are Reasonable 



Practice: 





Item 


Amount 


Eggs. Toast. Bacon 


3.45 


Pancakes 


3.25 


Side (Sausage) 


1.75 


2 Coffee 


2.00 






































Sub-total 


$ 8.45 


5% Tax 


$ .42 


Total 


$ 8.47 



A. Yes 

B. No 



Notes 
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Duty: Calcwlatcr Concepts 



Task: M-73 Estiip«tftinTVtmniiieif .SnlntionsareReasonabie 



9. 



Practice: 





nem 


MmOUiu 


1 Large Pizza 




Cheese and Sausage 


7.35 


1 Small Pizza 




Spedai 


5.35 


4 Cokes 


3.00 


































Sub-total 


$15.70 


5% Tax 


$ 1.70 


Total 


$16.40 



A. Yes 

B. No 



Notes 



IS 
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Duty: Calculator Concepts 



Xask: M-73 Estimate to Determine if Sdutions are Reasonable 



10. 



Practice: 





Haiti 


Amniint 


2 Sirloin Steaks 




@ 10.95 


10.95 


2 Dinner Salads 




@2.50 


5.00 


2 Coffee 


2.00 


































Sub-total 


$17.95 


5% Tax 


$ .90 


Total 


$18.84 



A. Yes 

B. No 
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> Duty: Calculator Concepts 



Task: M-73 Estiniate to Detamine if Solutions ate Reasonable 



Practice: 



11. 



Notes 





1191 1 1 


Afnount 


3 Hamburgers 




01.50 


3.00 


3 Fries 0.75 


2.25 


3 Cokes @ 1 .00 


3.00 






































Sub-total 


$ 8.25 


5% Tax 


$ .41 


Total 


$ 8.66 



A. Yes 

B. No 
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Duty: Calculator Concepts 



TniBk; M-73 Estiniate to Dctemnne if Solutions are Reasonable 



12. 



Practice: 







Amount 


4 cn88S8Durg8r3 




@1.75 


7.00 


4 Fri8S ® .75 


3.00 


4Cok8S(^ 1.00 


4.00 






































Sub-total 


$14.00 


5% Tax 


$ .70 


Total 


$14.70 



A. Yes 

B. No 



Notes 



18 
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Duty: Cal c ulato r CooceDts 



Task! M-73 Estimaie to Detennine if Solutions are Reasonable 



Practice: 



13. 





lltflll 




1 Small Pizza 




Special 


4.85 


2 Cokes 


2.00 










































Sub-total 


$ 8.45 


5% Tax 


$ .42 


Total 


$ 8.87 



A. Yes 

B. No 



Notes 



19 
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Duty: Oilciilator Concepts 



Task: M-73 Estimate to Deterniine if Solutions are ReasonaMe 




Practice: 



14: 





neiii 


nmounr 


Eggs and Bacon 


2.75 


Coffee 


1.00 














































Sub-total 


$ 4.75 


5% Tax 


$ .24 


Total 


$ 4.99 



A. Yes 

B. No 
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Dutj: Oiknilator Concepts 



Task: M-73 EsH^w t^. m TVh»r mine if Solutkms are Reasonable 



15. 



I FRiC. 



Practice: 





Item 


Amount 


3 Cheeseburaers 




®1.50 


6.00 


3 Diet Cokes 




®.85 


3.40 






































Sut)-total 


$ 9.40 


5% Tax 


$ .47 


Total 


$ 9.87 



A. Yes 

B. No 
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Duty: rilnilitnr Concepts 



Task: m.7^i Pgtinmtw tn lY^m nne if Solutions are Reasonable 



Practice: 



16. 





Item 


Amount 


1 Bacon Cheeseburger 


1.85 


1 Coke 


1.15 














































Sub-total 


$ 3.00 


5% Tax 


$ .15 


Total 


$ 3.15 



A. Yes 

B. No 



ERIC 



Notes 
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Duty: Cakitilator Concepts 



Pctimatw t o Determine if Solutions are Reasonable 



Practice: 



17. 





Kem 


Amount 


1 Large Pizza 


6.45 


Mushrooms 




Sausage 




4 Cokes 


4.00 






































Sub-total 


$10.45 


5% Tax 


$ .52 


Total 


$10.97 



A. Yes 

B. No 



ERIC 



Notes 
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Duty: Cateiilatnr Conccpo 



Task: M-73 EstigM **-' tn rww mine if Sdutions are Reasonable 




Practice: 



18. 





Item 


Amount 


Pancakes 


2.25 


Waffles 


2.25 


Eggs Over Easy 


1.50 


3 Orders Bacon 




01.25 


3.75 


Coffee (3) 


3.00 






























Sub-total 


$12.75 


5% Tax 


$ .64 


Total 


$13.39 



A. Yes 

B. No 



«iM9 Ln AnidM Unifiwl School DiMict 
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Duty: OJculatorConcepp 



Task! M-73 Esrimaie to Detenmne if Solutions are Reasonable 



Practice: 



19. 



ERIC 





Item 


Amount 


Chicken Dinner 


6.35 


Bar-B-Que Ribs 


5.50 


Salad 


2.50 


Cheese Appetizer 


3.25 


Beveraae 


3.00 


































Sub-total 


$20.60 


s% Tax 


$ 1.03 


Total 


$22.63 



A. Yes 

B. No 



Notes 
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Duty: Calculator ConceoB 



Task: M-73 Estiiiw «^««^rwi^ri xiineifSdurionsareReasonaM^ 



Practice: 



20. 





Item 


Amount 


Lunch 


20.92 


Beverage 


2.00 


Dessert 


4.08 










































Sub-total 


$15.00 


5% Tax 


$ .75 


Total 


$15.75 



A. Yes 

B. No 



I ERIC 

1,;^ • 19t9 L« AofdM Sdiool Diwiet' 
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Duty: Calcniator Concepts 



Task: M-73 Estimate to Detennine if Solutions are ReasonaMe 



Post-Test 



1. 





Item 


Amount 


Dinner 


10.16 


Beverage 


2.45 














































Sub-total 


$14.46 


5% Tax 


$ .58 


Total 


$15.04 



A. Yes 

B. No 



ERIC, 



Notes 

Answers: 

1. B 

2. A 

3. B 
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Duty: Calculator Concepts 



Task! M«73 Estimate to Detennine if Solutions are Rcasoim^^ 



Post-Test 



2. 





itom 


Amount 


1 Lame Pizza 




With Everything 


9.90 


4 Small Cokes 


3.00 










































Sub-total 


$12.90 


5% Tax 


$ 2.00 


Total 


$14.90 



A. Yes 

B. No 



ERIC: 
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Duty: Qiknilator Concepts 



Task: M-?'^ Retiinate to Detennine if Solurions are Reasonable 




Post-Test 



3. 





Item 


Amount 


Chicken Dinner 


6.35 


Bar-B-Que Ribs 


5.50 


Salad 


2.50 


Cheese Appetizer 


3.25 


Beverage 


3.00 


































Sub-total 


$20.60 


5% Tax 


$ 1.03 


Tctal 


$22.63 



A. Yes 

B. No 



ERIC 
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